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INTRODUCTION

The purpose of this user manual is to provide a gen-
eral guide and explanation on the use of the Joint
Clearance and Access Verification System (JCAVS).
This manual i1s provided in conjunction with JCAVS
hands-on training and is intended to help Department
of the Navy (DON) JCAVS Account Managers and Users:

a. Verifty security clearance eligibility.

b. Determine the status of a personnel secu-
rity investigation.

c. Record the execution of the Classified In-
formation Non-disclosure Agreement (SF 312)

d. Record interim security clearance determi-
nations.

e. Record command authorized access.

f. Process 1ncoming and outgoing visit re-
quests.

The information in this manual i1s valid at the date
of i1ssuance, however, the JCAVS iIs a system undergo-
ing constant change and improvements.

Consult your local JCAVS Account Manager or your Im-
mediate Senior in the Chain of Command (ISIC) Secu-
rity Manager and refer to the Chief of Naval Opera-
tions (NO9N2) website at www.navysecurity.navy.mil
for the latest information on system updates.
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JOINT PERSONNEL ADJUDICATION SYSTEM

The Joint Personnel Adjudication System (JPAS) is the
Department of Defense (DoD) personnel security clearance
and access database. It facilitates personnel security
program management for the Department of Defense Central
Adjudication Facilities, for DoD security managers, and
Sensitive Compartment Information (SCI) program manag-
ers. JPAS interfaces with the Defense Security Service
(DSS) and the Office of Personnel Management (OPM) to
populate personnel security investigation data and the
personnel systems, Defense Enrollment Eligibility Re-
porting System (DEERS) and Defense Civilian Personnel
Data System (DCPDS), to populate identifying data.

JPAS is the system of record for personnel security ad-
judication, clearance and verification and history.

JPAS has two applications. The Joint Adjudication Man-
agement System (JAMS) and the Joint Clearance and Access
Verification System (JCAVS). JAMS is the application
which supports central adjudication facilities personnel
and provides capabilities and data such as case manage-
ment/distribution, adjudication history, due process
history, revocations and denial action information, and
will have the ability to electronically access personnel
security investigative reports from either the DSS or
the OPM. JCAVS 1is the application which supports com-
mand security personnel and provides capabilities and
data such as local access record capabilities, debrief-
ings, incident file reports and eligibility data, SAP
access information and security management reports.

Department of the Navy (DON) commands are required to
use JCAVS exclusively to record all access determina-
tions which includes temporary access, upgrades, down-
grades, and suspensions. Commands must document interim
security clearance determinations, execution of Nondis-
closure Agreements (SF-189, SF-189A or SF-312), and per-
sonal attestations and use JCAVS to submit continuous
evaluation reports, pass visit requests, determine secu-
rity clearance and Sensitive Compartmented Information
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JOINT PERSONNEL ADJUDICATION SYSTEM

(SC1) access eligibility, determine status of requested person-
nel security investigation (PSIl), record PSI submission dates
and request DON CAF determinations, record all access determi-
nations, JCAVS users will be responsible for changes to an
individual’s access within the JCAVS.

The minimum investigative standards required for access to
JCAVS can be found in chapter 3-1.

The minimum security clearance eligibility for access to JCAVS
can be found iIn chapter 3-1.

Data will be permanently retained within JPAS but it will not
always be displayed. Data pertaining to individuals that
retire or separate from the DON will be visibly retained for 24
months. However, if no action occurs on the individual record
for twenty-four months , the record will be purged from display
and archived. General Officer and Senior Executive Service
employee data will be visibly retained indefinitely.
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DEPARTMENT OF THE NAWVY
GFFICE OF THE CHIEF OF NAVAL OPERATIONS

1
WASHINGTEN, BS 20350-2000
N SEPLY REFER TO

5520
Ser 09N2/IU532515
pec | 2003

From: Chief of Naval Operations
To:  Director, Department of the Navy Central Adjudication Facility

Subj:  JOINT PERSONMEL ADJUDICATION SYSTEM (JPAS) ACCOUNTS

Ref:  (a) CNO memo 5520 Ser D9N2/211532651 of 1| Nov 02
(b) MARADMIN 111/03 of 14 Mar 03
(c) NAVADMIN 247/03 of B Sep 03
(d) MARADMIN 249/03 of 23 May 03

1. In order to encourage commands to use the Joint Personnel Adjudication System
(TP AS), please attach this guidance to all outgoing correspondence addressed to
commands that have not established accounts or registered as JPAS users,

2, Commands were instructed by references (2) through (d) to use the JPAS 1o request
Department of the Navy Central Adjudication Facility (DON CAF) personnel security
actions or 1o report information under the Continuous Evaluation Program (CEF).

3. It is essential that commands establish JPAS accounts immediately and register their
Security Management Office (SMO) both for Security Managers and Special Secunty
Officers, as appropriate. By establishing an account and registering an SMO, commands
will create the necessary automated communication path with DON CAF. Commands
that fail to adhere o the referenced requirements and do not register their SMO will be

unable to properly communicate with the DON CAF.

4. The CNO (NOYN2) point of contact for this matter is Ms. Mary Anderson, who may
be reached at (202) 433-8854, DSN 288-8854, or e-mail at manderso@ncis.navy.mil.

o
M. F. BROWN

Aszistant for Information
and Personnel Security
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DEPARTMENT OF THE NAVY
OFFICE OF THE CHIEF OF NAVAL OPERATIONS

WASHINGTON, DC 20350-2000
IN REPLY REFER TO

5520
Ser 09N2/20532651
NOV | 2002

From: Chief of Naval Operations
Subj: JOINT PERSONNEL ADJUDICATION SYSTEM (JPAS)
Ref: (a) OASD(C3I) memo of 26 Oct 00 (NOTAL)

Encl: (1) JCAVS Account Managers

1. As directed by reference (a), the Joint Personnel
Adjudication System (JPAS), a web-based system developed for use
by security personnel throughout the Department of Defense, is
being deployed throughout the Department of the Navy (DON).
Security personnel will use the Joint Clearance Access
Verification System (JCAVS) portion of JPAS to manage the
command’s access authorization process, to validate personnel
security clearance eligibility and to determine the status of
personnel security investigation requests. Commands with JCAVS
access may use the JCAVS data in lieu of the Defense Clearance
and Investigations Index (DCII) data and the DON Central
Adjudication Facility (CAF) clearance certification records, as
appropriate, to support local access determinations.

2. The timing -for employing JCAVS within the DON is critical
due to the forthcoming changes in communication systems,
including elimination of AUTODIN messages. Effective 1 January
2003, all DON CAF clearance determinations will be communicated
using JPAS/JCAVS. Further, commands will also use JCAVS to
request DON CAF action, to forward visit requests, and to
validate and/or complete non-disclosure agreements.

3. While a number of command JCAVS users have already been
registered, all future requests for access to JCAVS will be
approved using a hierarchical authorization process. The goal
is to have all DON commands through the fourth echelon level
registered for JCAVS system access by the end of December 2002.

a. All second echelon commands will review the enclosed
list of JCAVS account managers to ensure accuracy. Commands who
have not identified an account manager to CNO(NOSN2) must do so

1-5



Subj: JOINT PERSONNEL ADJUDICATION SYSTEM (JPAS)

no later than 12 Nov 2002. CNO(NO9N2) will provide system
guidance to identified second echelon command JCAVS account
managers. All identified second echelon account managers will
complete a one-day computer based training program provided at

https://JPAS.osd.mil.

b. Second echelon command JCAVS account managers will
register an account manager at each of their subordinate third
echelon commands no later than 22 Nov 2002, providing the
necessary system guidance and direction.

C. Third echelon command account managers will then
register an account manager at each of their subordinate fourth
echelon commands no later than 20 Dec 2002, providing the
necessary system guidance and direction.

d. Fourth and fifth echelon command account managers will
then register an account manager at each of their subordinate
commands as soon as possible, providing the necessary system
guidance and direction. '

4. Headquarters Marine Corps (HQMC) will provide guidance to
Marine Corps commands under separate correspondence.

5. Special Security Office Navy (SSO Navy) with the Office of Naval
Intelligence, will provide guidance to all DON SSO’s under separate

correspondence.
6. User clearance eligibility and computer requirements can be

found at: https://jpas.osd.mil. Firewall issues can be
addressed by ensuring that port #443 is open. Port #80 allows

- internet access, port #443 allows entry to the JPAS. Browsers

need to be enabled for 128 bit encryption and DNS reverse hook
up must be enabled. JPAS allows .mil/.gov/.com domains through

its firewall.

7. In order to expedite dissemination of this policy, please
distribute this memorandum to your subordinate commands or refer
your subordinate commands to the CNO(NO9N2) web-site.

1-6



Subj: JOINT PERSONNEL HDJUDICATION SYSTEM (JPAS)

8. For additional DON information relating to the deployment of
JPAS go to the CNO(NOIN2) web-site at WWw.navysecurity.navy.mil
or contact the CNO(NOIN2) point of contact (POC) , Ms. Mary
Anderson at (202) 433-8854 or DSN 288-8854 or via email at
manderso@ncis.navy.mil. The POC for USMC commands is Mr. William
Potts . HOMC(ARS), at (703)614-2320 or DSN 224-2320, or e-mail
at pottswt [ghqnc,usmc.mil. The SSO Navy POC for command SSO’s
is Ms. Debbie Nibbe, at (301) 669-5892, DSN 659-5892 or e-mail at

dnibbe@nmic.navy.mil.
'//fizghéﬁwh&“}

M.F. BROWN
Assistant for Information
and Personnel Security




ADMINISTRATIVE MESSAGE

ROUTINE

R 082350Z SEP 03 ZYB MIN PSN 727933J31
FM CNO WASHINGTON DC//N4//

TO NAVADMIN

UNCLAS //N05520//
NAVADMIN 247/03

MSGID/GENADMIN/CNO WASHINGTON DC/N4/-/SEP//

SUBJ/JOINT CLEARANCE AND ACCESS VERIFICATION SYSTEM (JCAVS)//
REF/A/DOC/CNO/01NOV2002//

REF/B/SECNAVINST 5510.30A/-/10MAR1999//

NARR/REF A ESTABLISHED THE REQUIREMENT FOR USE OF JCAVS.
REF B IS THE DON PERSONNEL SECURITY PROGRAM REGULATION.//

RMKS/1. EFFECTIVE 1 JANUARY 2003, COMMANDS WERE INSTRUCTED BY REF A
TO USE JCAVS, A SUBSYSTEM OF THE JOINT PERSONNEL ADJUDICATION SYSTEM
(JPAS), TO REQUEST DEPARTMENT OF THE NAVY CENTRAL ADJUDICATION
FACILITY (DONCAF) PERSONNEL SECURITY CLEARANCE ACTIONS, TO FORWARD
CLASSIFIED VISIT REQUESTS AND TO VALIDATE CLASSIFIED INFORMATION
NON-DISCLOSURE AGREEMENTS. DUE TO MIGRATION TO THE DEFENSE
MESSAGING SYSTEM (DMS), DONCAF WILL BE UNABLE TO GENERATE AUTOMATED
SECURITY CLEARANCE ELIGIBILITY DETERMINATIONS USING AUTODIN MESSAGES
AFTER 30 SEPTEMBER 2003. COMMANDS MAY CONTINUE TO COMMUNICATE WITH
DONCAF USING PAPER REQUESTS. THESE REQUESTS MAY BE MAILED TO:
DIRECTOR, DONCAF, 716 SICARD ST SE, SUITE 2000, WASHINGTON NAVY YARD
DC 20388. HOWEVER, IT IS ESSENTIAL THAT COMMANDS ESTABLISH JCAVS
ACCOUNTS IMMEDIATELY TO ENSURE CONTINUED AUTOMATED COMMUNICATION
WITH DONCAF.

2. COMMANDS MUST USE JCAVS EXCLUSIVELY TO DOCUMENT LOCAL ACCESS
DETERMINATIONS, INTERIM SECURITY CLEARANCE DETERMINATIONS, EXECUTION
OF NONDISCLOSURE AGREEMENTS (SF-189, SF-189A OR SF-312), AND
PERSONAL ATTESTATIONS. COMMANDS WILL ALSO USE JCAVS TO SUBMIT
CONTINUOUS EVALUATION REPORTS, PASS VISIT REQUESTS, DETERMINE
SECURITY CLEARANCE AND SENSITIVE COMPARTMENTED INFORMATION (SCI)
ACCESS ELIGIBILITY, DETERMINE STATUS OF REQUESTED PERSONNEL SECURITY
INVESTIGATIONS (PS1), RECORD PSI SUBMISSION DATES AND REQUEST DONCAF
DETERMINATIONS. JCAVS REPLACES ALL RECORDS KEEPING REQUIREMENTS
ASSOCIATED WITH THESE ACTIVITIES AS PRESCRIBED BY REF B.

3. JCAVS USES A PERSONNEL SECURITY MANAGEMENT NETWORK (PSM NET) TO
CONTROL SYSTEM USE AND INFORMATION FLOW. SYSTEM ACCESS 1S
HIERARCHICALLY CONTROLLED, WITH UPPER ECHELON COMMANDS PLAYING A
CRITICAL ROLE IN ESTABLISHING JCAVS ACCOUNTS FOR LOWER ECHELON
COMMANDS. REF A PROCEDURES FOR ESTABLISHING JCAVS ACCOUNTS CAN BE
FOUND AT WWW.NAVYSECURITY.NAVY.MIL.
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A. UNDER PSM NET EACH COMMAND SECURITY MANAGER WILL ENSURE THE
COMMAND SECURITY MANAGEMENT OFFICE (SMO) IS ESTABLISHED AND
IDENTIFIED IN JCAVS BY UNIT IDENTIFICATION CODE (UIC) OR REPORTING
UNIT CODE (RUC), USER LEVEL AND COMMAND TITLE.

B. SMO"S WILL CLAIM THE PERSONNEL FOR WHOM THEY HAVE SECURITY
COGNIZANCE UNDER THEIR JCAVS ACCOUNT BASED ON THE NATURE OF THEIR
RELATIONSHIP. AN OWNING RELATIONSHIP EXISTS WHEN THE PERSON 1S
PERMANENTLY ASSIGNED AS A COMMAND ASSET. A SERVICING RELATIONSHIP
EXISTS WHEN A PERSON IS TEMPORARILY ASSIGNED (I.E. TAD FOR
TRAINING) .

C. ONCE A PERSON 1S '"OWNED'™ BY ONE COMMAND IN JCAVS, ANOTHER
COMMAND CANNOT OWN THAT PERSON. IT 1S IMPERATIVE THAT SMO"S CLAIM
PERSONNEL UNDER THEIR JCAVS ACCOUNT USING THE APPROPRIATE
RELATIONSHIP AND REMOVE THEM WHEN THEY ARE NO LONGER A COMMAND ASSET.

4. JCAVS USERS CAN CONSULT THE NAVY SECURITY WEBSITE AT
WWW_NAVYSECURITY@NAVY _.MIL FOR FURTHER JCAVS GUIDANCE RELATED TO THIS
NOTIFICATION. SPECIAL SECURITY OFFICERS (SSO"S) WILL FOLLOW SSO
NAVY GUIDANCE.

5. THE DEPARTMENT OF THE NAVY JCAVS PROGRAM MANAGER IS MS. MARY
ANDERSON WHO MAY BE REACHED AT (202) 433-8854, DSN 288-8854 OR
E-MAIL MANDERSO@NCIS.NAVY _MIL.

6. RELEASED BY VADM CHARLES W. MOORE, JR., DCNO, FLEET READINESS
AND LOGISTICS.//

BT
NNNN
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DEPARTMENT OF THE NAWY
QOFFICE OF THE CHIEF QF MAYAL OPERATIONS
WaRHINGTON, 3 H0a80-2000

N REPLY REFER TC
L=20
Bor DANZ/SUGE00G0

JuL 27 A

from: Chief of Nawval Operabisos

1
T

TRD WISIT REQUEST PROCRSS

zef:  {al CHO memo &2 Ser L&NZS 2552867 af 1 Wow 2002

(o) NUsD {C&RB) mems of I Apr 2045

1. The Joint pParaomnsl Adjudlcaclon Syscen (JPRS; is che
perzomnel security syslem ol record bor the DepartTreat of
Cefznze Dokl . Recavse J2A5 aze reduces che adponistrative
burden asaociated with many roubine gecurity actions,
reforence (a) dirscred the uee of JPAS for the majority of
peraantel Aeourity admind atrs » [ursticons, including the
administration of wvisits involving aceossz to glanaifiad

information,

Z. Teference () adwised that Visic Rathorvization LetIers
(WAL) are no longer regquired for visite invelving cdivilian,
n-litary and conkractor peraonnel 'n'hr'_:-su acoess leval and
security Mansgement Of_'_:.e 1EMC] a“tiliation are acouraboly
reflected in JPAS. Viatk remquests submitted through JPAS
will HOT be zccented 1T they fdn rot reflest accurate accsas
documentation including the *Nga Date,* and asourato
affilialion decumentation including app-eociake MO
informaticon.

4. Uhe cowmand spensoring the vigictor is reogporsible for
enguring and valicating the accurasy of the access and
affi_iation data in JPAS betors initciatinz the visik
reguesk. The visited CISTNALL i rzleasirg classified
atormakion is rospe inl= for wvaro fying roed Lo know and
wor pozibivaly identifying the vio-k In sogitian o
roquirements for aubthosrizing acccoes
diaformalicn, Lhe sited oormand mast ateos fellil® che
local Cfanility accezs ard general visit zontrel
eguiremencz. If loozl conditions necesaitate formal vizic
letcers for vigit/iccess control putposses, the

comnand sponsoring the visiler muat comply we b local
farili-y acoess requirementa.
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Sula . CLASSIFIED WISIT FEQIIEST FROICESS

4, Thea ONO INOSNZ2) peolints of conptact [2r Ehis matter are
Ms. Mary Arcderscn, at [(202) 435-d8bL4 or
mehderso@ncis.navy. Mis, and Ms. Pan Wolsocn-Price atc (202)
433 8849 or pwilsondoe_ 9. avy ol Tazsue=g ragarding wvisgits
by Mzrine Corps personnel mayv ke dirsctad to the
Feadjquarters Marine Corpz point of contask, Mr. Tony Arvan,
A% \F03) 5ld-2320 oy arezad@hoprd oudsara.mil.

B. &, BGY¥D

Asggistant for Iaforwatica and
Fersonnel Security

GJiatributon:
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GENERAL RULES REGRADING
JOINT CLEARANCE AND ACCESS VERIFICATION SYSTEM

SYSTEM PROHIBITIONS

VIEWING YOUR OWN RECORD

IT you attempt to view your own record, you will not be able
to take any action, as no links will be enabled on the Person
Summary Screen.

SHARING JCAVS USER ID AND/OR PASSWORDS

Sharing your JCAVS user 1.D. and/or password is prohibited.
Commands will be denied JCAVS access immediately when account
sharing i1s discovered. Incidents involving JCAVS account shar-
ing may be reported to the DON CAF for re-consideration of se-
curity clearance eligibility.

BROWSER REQUIREMENTS

JPAS 1s “browsers neutral” and is compatible with Netscape v4.
X, 7.x and Internet Explorer 6.0.

BROWSER FUNCT ION

DO NOT USE YOUR BROWSER BACK BUTTON OR FORWARD BUTTON
to move from screen to screen within JCAVS, use of these but-
tons will cause you to be locked out of the systems and your
Account Manager will have to unlock your account.

KNOWN SYSTEM BEHAVIORS

"Transfer Interrupted” Message. Occurs when you are logging
out of the system or if you click on your mouse while a screen
is still loading in JPAS.



GENERAL RULES REGRADING
JOINT CLEARANCE AND ACCESS VERIFICATION SYSTEM

SYSTEM REQUIREMENTS

Personnel Security Management Network (PSM NET) OWNERSHIP

Once a person is "Owned™ by one command in JCAVS, another
command cannot own that person. It Is imperative that Security
Management Officers (SMOs) claim personnel under their JCAVS
account using the appropriate relationship.

IN/OUT PROCESS OF PERSONNEL INTO YOUR PSM NET

The “IN/OUT Process” link is crucial to system integrity.
Command security offices must In-process/out-process personnel
on a daily basis to ensure correct communications with the DON
CAF.

JCAVS PASSWORDS

Your password must be between 10 and 20 characters in length.
It may NOT be all the same character.

It may be a mixture of upper and lower case.

It must have at least 4 different characters.

One of the following special characters may be used as part of
your Password: @#3%"™[ ] { }*

Spaces are NOT allowed in the password.

E-mail addresses are NOT acceptable passwords.

Your password will remain active for 90 days. You will be
prompted to change it ten calendar days prior to its
expiration via the Welcome Screen.

You cannot use the same password In less than an 18 month time
period.

MANDATORY INPUT FIELDS
Required input fields are marked with an asterisk "*" through-
out the system.

"N/A™ MARKINGS IN DATA FIELDS

Required fields shall default to "N/A™ for not available if it
iIs part of a valid record and there is no data from the
external interfaces.

2-2



GENERAL RULES REGRADING
JOINT CLEARANCE AND ACCESS VERIFICATION SYSTEM

JCAVS DATE FORMAT

The format for entering dates into the JCAVS is YYYY MM DD.
Example: ITf today was April 15, 2000, the correct format for
entering the date into the system would be 2000 04 15.

Dates may be entered with or without spaces, no

hyphens or dashes.

“NAVIGAT ION™
THE “HOW _TO” OF USING JCAVS

HOW TO LOG IN

You have three chances to correctly log into the system.
Your account will be locked after three unsuccessful
consecutive log in attempts. This will occur even 1T the
log-in attempts occur over a long period of time. A message
will inform you “JPAS Server Exception encountered: Cause:
The maximum sign on attempts has been exceeded and User Id
has been suspended. Contact your Account Manager™.

You have fTive minutes to complete the *“Log In” or the screen
will time out. This iIs to prevent anyone from gaining access
to the database. IT this screen should time out, you must
begin the log In process again from the JPAS Acceptance
Screen.

Inactive accounts will be locked after 60 days. If this
occurs, you must contact your Account Manager to reset your
account.

HOW TO LOGOUT

The only way to Logout of JCAVS is to single-click the
"Logout™ link located on the left-hand menu of the screen.
IT you accidentally shut down the browser prior to logging
off the system and you experience difficulties In attempting
to gain access to the database, you must contact your local
account manager or ISIC security manager for assistance.

HOW TO MOVE THROUGH SCREENS
You can either use your mouse to select items on the screen,
or you can use your "TAB" key to move from field-to-field.
Once the fTield i1s "highlighted”, select i1t by depressing the
"ENTER" Kkey.
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GENERAL RULES REGRADING
JOINT CLEARANCE AND ACCESS VERIFICATION SYSTEM

HOW TO FIND INFORMATION ON A SCREEN

Use your browser to find a word or phrase by using your
browsers® features. At the top of the screen, single-
click with your mouse pointer over the "Edit"” menu item
and then single-click with your mouse pointer over the
"Find in Page' selection from the drop-down menu. A small
window will open. Enter the word or phrase you are
searching for in the "Find What" text box, single-click
with your mouse pointer over the "Find Next" button. You
may continue to search for the same word or phrase by con-
tinuing to single click with your mouse pointer over the
"Find Next"™ button. When you have finished searching the
page, single-click with your mouse pointer over the
""Cancel™ button.

JCAVS HYPERLINKS

WHAT ARE HYPERLINKS?

Hyperlinks or "links™ in JCAVS are blue font and under-
lined. To ensure the link is "active', test it by placing
your mouse pointer over the link. The mouse pointer should
"transform”™ to a pointing hand. If it does not, the link
i1s NOT active. To move from one link to another, simply
single-click on it with your mouse pointer over the link
you wish to select. You will be taken to whatever screen
the link points to.



GENERAL RULES REGRADING
JOINT CLEARANCE AND ACCESS VERIFICATION SYSTEM

BOXES

TEXT BOXES

Text boxes are used throughout the JCAVS process to annotate
or update a person summary. Single-click with your mouse
pointer "inside" the text box then type in the information
required. You may also use the "TAB" key on your computer key-
board until the text box is "highlighted,"™ then type in the
needed information.

SCROLLING TEXT BOX

Single-click with your mouse pointer "inside" the text box,
then type in the information required. You may also use the
"TAB"™ key on your computer keyboard until the text box is
"highlighted,”™ then type in the needed information. The
information will continue to scroll past the border of the box
unless you use the "ENTER™ key on your computer keyboard to
keep the entire paragraph visible within the boundaries of the
text box. (Note: Text boxes are for entering UNCLASSIFIED
comments to a record. They are built to contain up to 3,000
characters of information. |If you exceed 3,000 characters
(whether adding new comments or appending to existing
comments), you will receive an error message letting you know
you have exceeded the 3,000 character limit. You must remove
the excess characters prior to being able to "SAVE"™ the data
on the particular screen. IT you "CANCEL"™ and leave the screen
you are working on, your changes will not be saved.)

CHECK BOX

Single-click with your mouse pointer over the checkbox. A
check mark will appear signifying that the box is "'selected”.
To de-select the box, single-click again with your mouse
pointer over the checkbox. The check mark will disappear
signifying that the box has been "un-selected”. You may select
as many check boxes as desired within the respective fTields.
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GENERAL RULES REGRADING
JOINT CLEARANCE AND ACCESS VERIFICATION SYSTEM

BUTTONS

CANCEL BUTTON

Single-click with your mouse pointer over the "CANCEL'™ button
to cancel actions on the current screen. You will be returned
to the previous screen to continue your work.

RADIO BUTTON

Single-click with your mouse pointer over the button. A dot
will appear signifying that the item is "selected”. To
de-select the radio button, single-click again with your mouse
pointer over ANOTHER existing button on the same screen.
Usually, there will be more than one button to select from.
The dot will disappear from the first button and will appear
on the second button signifying that the first button has been
"de-selected”. IT there is NOT another button on the screen,
you can cancel your action and return to the previous screen
by using the "CANCEL"™ button found at the bottom of the
screen. Radio buttons are mutually exclusive (you may only
select one radio button) within their respective Tields.

DROP-DOWN MENU BUTTON

To assist JCAVS users, selections of information choices are
provided. An example of a drop-down menu is the “EPSQ Sent”
hyperlink found in a Person Summary. The drop-down menu
permits you to choose “DSS, OPM or Other”. 1In order to make a
selection of a drop-down menu bar, use your mouse to single-
click over the downward facing arrow to *‘pull down'™ the menu.
Then click on the i1tem you wish to select.



GENERAL RULES REGRADING
JOINT CLEARANCE AND ACCESS VERIFICATION SYSTEM

CONFIRM BUTTON

Single-click with your mouse pointer over the "CONFIRM™ button
found at the bottom of the screen. A "notification”™ is a good
example. You have received a notification of an event
occurring iIn the database, such as John Smith receiving a
suspended access. Once reviewed, you can select the record
using the "Remove From Display"™ checkbox. Then "CONFIRM"™ the
removal of the notification from the screen by depressing the
"CONFIRM"™ button. John Smith"s suspension will remain in the
database.

OK BUTTON
The "OK"™ button captures data on the screen.

REASON BUTTON
Displays the reason why an "owning"™ or 'servicing” PSM Net
relationship cannot be established.

SAVE BUTTON

Single-click with your mouse pointer over the "SAVE"™ button
found at the bottom of the screen. Note: ITf you do not use
the "SAVE" button prior to leaving a screen, your actions will
NOT be saved. This is standard throughout the application.

HELP BUTTON (?)

This button is on all screens in JCAVS. Single-click with
your mouse pointer over the small gray "?" button which is in
the top left hand corner of the screen to launch the on-screen
help instructions for the topic screen you are working in.
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GENERAL RULES REGRADING
JOINT CLEARANCE AND ACCESS VERIFICATION SYSTEM

MISCELLANEOUS JCAVS INFORMAT ION

DCI1 VERSUS JCAVS INFORMATION

Mismatches between Defense Clearance and Investigations Index
(DCI1) and JCAVS data on Department of the Navy personnel must
be reported to the DON CAF via the Request for “Research,
Recertify/Upgrade Eligibility” (RRU) link for resolution.

JPAS SYSTEM REQUIREMENTS

JPAS User Site Hardware - JCAVS users minimum configuration
should include a Pentium 200 MHz processor, 64 Mb of RAM and
150 Mb of free disk storage. JAMS users at the CAFs will re-
quire a workstation capable of supporting more simultaneous
tasks and a higher throughput. The physical communications
architecture for the JAMS user environment should support no
less than 1.55 Mb/sec (Tl speed). The recommended physical ar-
chitecture for the JCAVS user site is a minimum of 256 Kb/sec
throughput to the JPAS server in Washington DC.

System Requirements For Your Browser Configuration - Ensure
the browser version includes 128-bit encryption and the
browser settings have SSL features enabled.

System Requirements For Your On-Site Network - Domain: JPAS
security only allows _mil / .gov / .com domains through the
Firewall. On-site Network Administrators need to ensure all
end users reside on one of these domains.

PORT 443: Network Administrators need to ensure all network
traffic can go through port 443. JPAS uses Secured Socket
Layer (SSL) which runs through port 443. DNS Reverse LookUp:
Network Administrators need to ensure DNS Reverse Lookup has
been enabled.
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JCAVS LEVELS AND INVESTIGATION REQUIREMENTS

Non-SCI Levels SCI Levels
Level 4—SMs at major Level 2—SSOs (SSO Navy Only)
commands (read/write) (read/write)
Level 5—SM 3rd/4th echelon Level 3—Command SSOs, SSRs
(read/write) (read/write)
Level 6 - Unit SM’s Level 8—SCI entry control
(read/write) control personnel (read only)

Level 7—Entry level personnel
(read only)

Level 10—Personnel who receive/submit
visit requests (read/write visits only)

Investigative Requirements For Access

Levels 2, 3 and 8 — Final security clearance eligibility with
current SSBI/SBPR.

Levels 4, 5, 6, 7 and 10 - Final security clearance eligibility
with a current NLC/SPR/SSBI1/SBPR for military and ANCI/NLC/
(SPR)/SSBI/SBPR for civilians.

*****NOTE*****

A Secret personnel security clearance i1s the requirement for
users of JCAVS based on a favorably adjudicated NLC for mili-
tary and a favorably adjudicated ANCI for civilians. The NLC
and the ANCI became the required investigative basis for all
Secret and Confidential clearances iIn January 1999. However,
some individuals requiring access to JCAVS will have a Secret
or Confidential clearance based on an ENAC, NAC or NACI con-
ducted prior to the January 1999 NLC implementation. Individ-
uals with these pre-1999 investigations will be permitted in-
terim access to JCAVS provided they have requested a NLC or an
ANCI, as appropriate.



HOW TO REGISTER FOR JPAS ACCESS

The Joint Personnel Adjudication System (JPAS) is a web-based
system developed for use by security personnel throughout the
Department of Defense (DoD). Department of the Navy (DON)
security personnel will use the Joint Clearance Access
Verification System (JCAVS) portion of JPAS to manage the
command’s access authorization process, to validate personnel
security clearance eligibility, to determine the status of
personnel security investigation requests, and to send and re-
ceive visit requests.

Go to https://JPAS.dsis.dod.mil. Under ‘“Access Request” click
“JCAVS Form for DoD”. For the System Access Request Form.

All requests for access to JCAVS will be approved using a
hierarchical authorization process. Second echelon command
JCAVS account managers will register an account manager at
each of their subordinate third echelon commands; third
echelon command account managers will then register an account
manager at each of their subordinate fourth echelon, etc.

JCAVS accounts may be issued to individuals who need access to
perform assigned duties. Refer to page 3-1 for investigative
requirement to access JPAS.



SYSTEM ACCESS REQUEST FORM

Sy=tem X External
SYSTEM ACCESS REQUEST (SAR)
DaD Sacurity Call Canter
1340 Braddock Place
Alexandria, VA 22054
Phone: 1-838-262-7682

FRIVALY AT ADVISEME : 15 i gy (0 DEE
Auvtomated Systems. | ) social Seeu b, 15 awifonzed by 5
. EfZa and iz voluntany. the denial of acceszsz, This informarion may be

relaingd by DEE and may be released (oother compoments o agencies for ofivial porposss.

1. TYPE OF USER: [ ] Non-DaD (Givilian Agancies} [ | NISF Contractor %] DoD |

2. TYPE OF REQUEST:

[£] Create an Avseant

[ Delete Account

[ Mzre Charge From il ast, Frst, Kiddie Neme)

To (Lasl Firs. Middls Mamsp

3. USER INFORMATION:
Last Mame Flrst Mame Middie Narme

Sacial Security Mumber Joh Title _Security Masiger

R E Y |

Grade/Rank (Government only)

[s]

Offlce Symbol SHO

Cage Code (OS5 Contractor)
Duty Station Address:

Address 1 122 Wiest Uhontilly Koad

Address 2

City Berfell _ State Ta Zp 23511

Number (2027 82—

Fex Humber _[202) 392-2220

Email Address  dchael.c.

W35 Path: JACIC Supaot! AG17 2006




SYSTEM ACCESS REQUEST FORM

Lhger Lagi Meme, First Inltlal: Bocial Secunity Mumbey (last 4 diglte):

2 APPLICATIONS: T0U WILL GEAVE BLEVE

Defonse Clearancs & Investigations ndex (DCIK F';ﬂh:.ck & Autemaled Securily Plan Template
{FAST,

— Cumry

oy Mdnl __Indusirial Securtty Faclitdas Database (ISFD}
~ Update __ Mok Portad

-7 Cithar {pl

— Flla Damand . Cther {plass apecthy)

__ Fibe Darmarw Brird

5. JAMS USER ROLES! 7oy WILL LEAVE ELANK

| CAF CAF Team ADJ Code
Bccnairl Managse Hucljuack cabor |_J Casa Assignes Comgater Analyst
Custoemer Supporl Mallrom L] Persorrel Manager Management
O Securlty Agsigiant Support Suppert
[ Supervisor

Spacial Casas User Gan Handls:

O caF Employees [] Presldenilsl Supparl [ G5-15MGenersl Officer
Irmvastigation Rediest Peom s sions.

] Feview EQIP [ Approve EQIP

Usar Permissions:

Basign GAF Gasws [ FOIAPA H Reports Sacral
| Basign/Reasasign [ Laa 5 Review Required T8
|:| Capa Manpgemend |:| Reazsign fram Employee |:| AP |:| Upcale
[J Gara Component [ | Reassign ta Ciher 501
= | | ACES
& JCAVS: (If requesting JCAWS acoess, Fax request to JP P &t L
Type of Account Requesied; Account Manager Liser
E~GIF PEEMLSETORS Wnitists P51 [] Override P51 I Review EQIP | Approve EHP
Type of Access Requesied - Indusory Tvpe of Access Requested — DoD
:Lewel #— Corporats Ciflcer ($€1) | Level 2 - MAGCOMGActvityHCpAgancy S50
Leved 3 - Company FSO Cihonda nager (360 ieved 3 - BesePostiShipiete 330
Leval 4 - Corporaig Officere Manager (Coliataral} Laval 4 —MACOM Hon-SCl Security Manager
CJLewel = - Compamy FS0 Cfttears) Meneger (Codlataral)
iollaberal) [ Level 5- BassPastiShin! Non-SC| Seaurity
D Lewel - Unit Security MenagerVisttar Sontrol Menager |Caollatersl}
B Lewvel 7 — Guand Entry Personmnel (Cellgtaral) Leval - Lnlk Securfty Managar
Lewed & — Guard Entry Parsarmd (341 Eovid 7= Callateral Ertry Conbroller
O Level 16— Visior Menagament Leval & - 2CIF Entry Comiroller
[ Level 10 - Viaitor Managemont

WES Patn: FroCic Suppon’ Extaeral I0-17-MX15 WL varsoen #1190
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SYSTEM ACCESS REQUEST FORM

Uzer Lagt Name, First Intial: Social Securty Humber {izst4 dighs):

NOMINATING GEVERNMENT DFFICIAL

| el fy Uiz fhe abawe nemed individuel mests the requirements for access and accaunt mensgemant
prhvllagas. FLrthemans, | cortfy that fha namad ussd raguirss aceountiassass as Indoatad abave In ardar
to perom assgned dutles,

E I loues
Prinicd Name of Narn inating Government Cificia Nommaling Offivkl's Signature and [ele

VALIDATING OFFIC1AL {to be used by DoD Sacurity Call Cantar staff anly)

I howe vertfled with the approprlas securty coordinatornanager that minlmum investgathe requinemants
for fhe ahowe user have been met.

Clearanae vl Type of Investigation

Clearance granied date Cate Investigation Completed
Claarance lasusd by Cape Uods (Contractors Only}
Printed Manva of DoD Security Gall Gamta: Slynature of DoD Security Sall Catar
Repreaentative Reprenentativa and Date

Mofification of access will e sent 1o the user's email adiress.

VER e B Lo Felamal (-1 7 A0S wES varslon 1,15



SYSTEM ACCESS REQUEST FORM

User Last Hame, First Initial: focial Becurity Number {last 4 digits)-

| Ferety corlity that | arelerzlara by sining s Syslam Accoss Heduesst Farm | ary sobely res poasile
‘o Lhe use and prolecton of e wser D ard passecrd Bial el ba given. | &sa enderstand that | am
nial seathorized 1o share ey uses [0 and paszward wih ary olwer indivic us {3 exeepl my Ascounl
“anager, end than oaly ia Lhe in tha course of gaining accese. 1 ekall utilize all bas = anc apvlicalons R
acoerdznce wilk. ihe Accounl Manegemend Policy amd Secusity Palicy as the wall 85 all applicabls U5

1205 At Lol peadlakons.

Prinded Name OF User User's Signalure and Date

NOTE: The camplsted form must be detachad from tha SAR packet and retained by an appropriate
organi zation security official. Attych a copy of the uesr™s Sigied Metwork Access Agresment,

S Fal G T g Esina 8172005
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JPAS GATEWAY PAGE
URL: https://JPAS.dsis.dod.mil

IPAS Index - Netscape
File Edb view Go Communicator Help
- = b 4 =5 [l =9 2 @) f
BackNForward  Feload  Home  Search  Mefscaps  Print  Secuity  Shop Stop
Vellow Pages Dowrlasd

Calendar People

=] @ what's Related

——
= Important message == “Today i= Thursday, February 03, 2005

NI veicome to the JPAS Gateway
———— The Joint Personnel Adjudication System (IPAS) represents a major
technological leap for Department of Defense (DoD) persannel security
_ professionals worldwide. It is a DOD system that will use the NIPRNET to
T D connect security personnel around the world with & database managed by DoD
Agency Central Adjudication Facilities (CAFs)

This site was created to 3ssist users with setting up the JPAS Gateway, to
troubleshoot any problems, and for housing JPAS application updates, If you
have any additional questions or prablems piease feel free ta contact us and
we will be happy to assist you.

Access Doc i FAQs
- JAMS Farm - Latest Release Motes - General FAGS
- JCAVS Form for DeD - Release Motes Archive - Application

- CAVS Form for Industry - JPAS Troubleshooting - Systern Errors
- HelpDesk Forrns - raore Docurmentation links - Industry

- User Reports
I JPAS Email News I o[
-TPRs

GENERAL SITE INFO

Industrial Info POCs System Info _I
BFD=1 [oecumenti bone EE S - |
#start | | ] 1nbox - Microsoft Sutlook | [ IPAS Index - Netscape ] Microsoft PowerPoint - [3 || e B B BR > [=dD anzan
=l=l x|

File  Cdit  View Go Communicator | lelp

E S g = :
Feiosd  Fome Pint  Securty  Shop sion
“Cellows Pages Download

Bock  Forwerd
& Inctant Mascage
i~ Bookmarks

Customize.

Paople.

=] &) What's Rislated
=]

This site was created to assist users with setting up the JPAS Gateway, to
troubleshoot any problems, and for housing JPAS apElication updates. IF yau
Figve ariy SuUilional gueslion s o problen s please feel res Lo orLocl us ard
e il b happy Lo assist y

Access Doc Fags
- s ko - Latest kelease Motes - General FAGs
- JdoAavs FDrm for DoD - Release Motes Archive - Application

~JCAVS Form far Industry - JPAS Troukleshooting - Syster Errors
- HelpDesk Farms - more Documentation links - Industry

- User Reports
I JPAS Email News I =B
STPR=
GENERAL SITE INEO

Industrial Info roc= System Info
- MET/ORG Requirements - Army - JPAG Memas
C Comoarate Pol - ey - Description Reg
il Gl ClsskISL - Al Furee - Systern R
“wallgatan Checkiist ~mannes - Account Mot Follcy
SiSL Uan - PO - Jbas Approval Memo

- JPAS HelpDesk

Test Problem Reports Training

-TPR Online Farm - JITa Online Training

CTPR Printable Form - In RS Deckiop Resource

Cvew TPR Procedures - Futurs J Accomplish

TPR Purpase Nawy JCAME Training

This page last updated on
& == [Bocumsnt: Dore = S Y B e | 2.
#start || | 5l inbox - Microsoft Cutlook | [FEIPAS Index - Netscape | [05] Microsoft PowerPoint - [J.. || =1 B B3 PR 7 [ S 2aZRatlsd sio4am

1.This page is the JPAS Gateway (i.e., homepage) and pro-
vides information on the entire system.

We recommend that you bookmark this page.
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HOW TO LOGIN

IPAS Index - Netscape

_|=| x|
File Edit Wiew S0 Communicator Help
e e a4 = = a4 B @
| Back Fowad Reload Home  Seach Metscaps  Pint  Secuity  Shop Stap
T & Instant Message “webh ail Calendar FRadio People ‘Yelow Pages Download
K " Bookmarks i Location: B

Customize.

=] @507 what's Related
Joint Personnel Adjudication System (JPAS)

== Important message <=

ay is Thursday, February 03, 2005

Welcome to the JPAS Gateway
— The Joint Personnel Adjudication System (IPAS) represents a major
technological leap for Department of Defense (DoD) persannel security
— professionals worldwide. It is a DoD system that will use the NIPRNET to

connect security personnel around the world with a database managed by DoD
agency Central Adjudication Facilities (CAFs),

JPAS NEWS

This site was created to assist users with setting up the JPAS Gateway, to
troubleshoot any problems, and for housing JPAS application updates. If you

have any additional guestions or problems please feel free to contact Us and
we will be happy to assist you.

Access Request Documentation FAQs

- JAMS Form - Latest Release hotes - General FAGs
- JCAVS Form for DOD - Release Notes Archive - Agplication
- JCAVS Form for Industry - JPAS Troubleshooting - System Errars
- HelpDesk Forms - more Documentation links - Industry
- User Reports
JBAS E£m ews =6y
-TFRs
GENERAL SITE INFO
Industrial Info POCs System Info =
G [=b=| |Document: Done T D
i#start ||| [Slinbox - Microsaft Sutiook | [FE IPAS Index - Netscape Microsaft PowerPaint - [1...

[Ea)
| E B K B RRa= sozan

Click: “JPAS LOGIN~

Joint Personnel Adjudication System

(JPAS

UNDER THE PRIVACY ACT OF 1974, YOU MUST SAFEGUARD PERSONMNEL INFORMATION RETRIEVED THROUGH THIS SYSTEM.
DISCLOSURE OF INFORMATION IS IAW AFI 37132, AFI 33219 AND PL 93.579.

HWARNING!!
This is a Department of Defense I systemn. This 7 systemn, il fing all related equif networks, and network devices (specifically
inciuding Internet access), are provided only for authorized U.5. Government use, DoD

i VY may be jtored for all lawful purposes,
including to ensure that their use is authorized, for management of the system, to facilitate protection against unauthorized access, and to verify security
procedures, i f

hility, and of I security. Monitoring includes active attacks by authorized DoD entities to test or verify the security of this
system. During monitoring, information may be examined, recorded, copied and used for authorized purposes. Al information, including personal

information, piaced on or sent over this system may be monitored.

Use of this DoD computer system, authorized or
criminal prosecution. Evidence of h

ized, i to ing of this system. Unauthorized use may subject you to
ized use colf { during ing may be used for admini: ive, criminal, or other ad action. Use of
this system i to jtoring for these purposes.

AGREE DISAGREE

Click “Agree”.



TYPE IN YOUR USER 1.D. AND PASSWORD

Joint Personnel Adjudication System

(JPAS)

‘ User ID: ‘ ‘ Password: ‘ |
NS
l/> LOG M | ‘ CANCEL ‘ You have 5 minutes until this screen times out!

MNotice: This is an Official U.S. Gavernment internet system for autharized use only. Do not Discuss, Enter, Transfer, Process, or Transmit Classified/Sensitive Mational
Security inforration of greater sensitivity than that for which this system is authorized. Use of this system constitutes consent to security testing and monitoring. You are
further advised that system administrators may provide evidence of possible criminal activity identified during such monitoring to appropriate law enforcement officials
Unauthorized attempts to upload information or change infarmation on this service are strictly prohibited and may be punishable under the Computer Fraud and Abuse Act
of 1986. If you do not consent to monitoring, exit this system now. Unauthorized use could result in criminal prosecation.

Type i1n your user 1.D. which is always lower case.

You have 3 chances to correctly log into the system. Your
account will be locked after 3 unsuccessful consecutive
long-in attempts. This will occur even i1If the log-in
attempts occur over a long period of time. |If you get
locked out, contact your local JCAVS Account Manager or
your ISIC Security Manager.

Inactive accounts will be locked after 60 days. |If this
occurs, contact your local JCAVS Account Manager or your
ISIC Security Manager.

Do not bookmark this screen because i1f you go directly to
this screen vice the JPAS Gateway (i.e., homepage) screen
you will miss important information (i.e., the system will
be down for a day, new features have been added to the
system, etc.).
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HOW TO LOG OUT OF JCAVS

+1.-:— JCAYS Main Screen - Netscape = |ﬁ' Iil

File Edit wiew Go Communicator Help

Back Farward Reload Harme Search  Metscape Erirat: Security Shop Stop

NO> =« & A &4 - m -+ a4 B &

w!- Bookmark s \g& Netsite:|https:.-".-"ipasapp.osd.mil.-"JF'AS.-"ser\-'lets.-"com.eds.ipas.client.sewlets.JPASChooseHoleServlet ;l @]'What's Related
ﬁlnstantMessage ‘wiebbd ail Calendar Radio People ellow Pages D ownload Custamize...

i =

Welcome to the Joint Clearance and Access Verification System

(JCAVS)
Select Person You are logged in as User:
View Securi

anderma
Reports Civilian Employee {USN) - Level 4
PSM Net

Home 632854 - 63285 - NIS HQ), Level 4

Change current Time Zone, Office Symbol or Phone Number —

Tutorial
Logout

Please select an item from the menu on the left to continue.

|D0cument: Done

;ﬁstart”J = BEEE K ”|J @l - M, | [linkex - M., | Ecranting 1., | B apas cate... |[FEacavs

FE= Y= 2:05M

M

The only way to ““Logout” of JCAVS is to single-click the
“Logout” link located on the left-hand menu of the screen.
IT you accidentally shut down the browser prior to logging
off the system and you experience difficulties in attempt-
ing to gain access,




CHANGE PASSWORD SCREEN

PAS Change Password - Netscape - |ﬁ' |£|
ile  Edit Wiew Go Communicator  Help
<« ¢ A 4 2 wWw S 8 O @ !HI
Back Forward  Reload Harme Search  Metzcape  Print Security Shop Stap
wt " Bookmarks \g& Metsite: Ihttps:.-’.fipasapp.osd.miI.f.J P&Szerviets/com eds. jpaz. client servlets JPASLoginS ervet j ﬁ' What's Related

ﬁlnstantMessage wi'ebibd ail Calendar R adio People ‘rellow Pages Drownload Customize...

4 Change Password

jpasapp.osd.mil - [JavaScript Applicatiol il

Select a password from 10 to 20 ct & Password is expited. Flease change vour password. |2 ryrpbers and upper and

lower case.
Wh&T[1{}

Impeortant: “our passward may ca

User ID: cicak

Current Password: I

New Password: I

Verify New Password: I

SAVE | RESET | CANCEL | |

= |Docurment: Done = s S a2 2|
iiStartl J m % ﬁ K 3 J Inbox-MicrosoF...l ﬁJPAS Gateway-...l MicrosoFt PDWEI’...“%JPAS Change ... |<EIE@‘®, 11:15 AM

This 1s what you will see the first time you login.

IT you have been using JCAVS, you will get a message that
“Your password is about to expire, do you want to change
it now or later?” Passwords are good for 90 days. At 80
days, you will be prompted to change your password.
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ESTABLISHING JCAVS ACCOUNTS

The *“Add/Modify/Remove JCAVS User” screen allows Account
Managers to add, modify, or remove a JCAVS user. Account
Managers can assign the user’s level and i1dentify any
special privileges that apply to the user. The screen
also allows the account manager to reset user passwords,
lock and unlock accounts, and log users out of the
application.

I'-E) JCAYS Main Screen - Netscape = |5|1|
. File Edit View Go Bookmarks Tools Window Help |

©Q O @ Q o https:,l’,l’]pasapp.osd.miI,l'JPP.S,I’servIets,l’com.eds.]pas.cllent.servle I [@\5earch ] C:_E;Q @

| L= “4% Home Metscape Cl Search (2] shop | EdlBookmarks

Tak j |
Mew ==3
= . - -
=] Welcome to the Joint Clearance and Access Verification System
H (JCAWVS)
4 Ty a— You are logged in as User:
e B Maintain Securi steph7 i
Civilian Employee (USN) - Account Manager 1
Tutorial Change current Time Zone, Office Symbol or Phone Number
Logout . .
=»=2= Office Information has not been updated for this Category. <<<<<
= Please select an item from the menu on the left to continue.
Stoc |
Book
Sear
Eude
shor Do HOT use the browser Forward and Back buttons to navigate through the JPAS screens.
Use the JPAS screen buttons or the Main Menu instead.
Tod: [4 T -]
@ &= & S5 ] | Document: Dane (4063 s2cs) I =S
iﬁstartl“ T & Sh |J {S)Events - Nstscape ||@Jcnv5 Main Screen - M. e DA ol ois4 am

1. In order to establish, modify or remove an account you must
be using your Account Manager permission.



CREATING A JCAVS ACCOUNT

CAYS Main Screen - Netscape
File  Edik

Wiew Go  Communicator

Help
- @ w» A A e wW = & B @
Back Home Search MHetzcape Print S ecurity Shop
J Boolkmark.z \!& Metzite: |https:/z’ipasapp.osd.milz’JF’ASa’sewletsa’com eds.jpas. client. zerviets JPAS ChooseR oleS erviet
é% Inztant Message

Fonward Fieload

Stop
‘e bbd il Calendar Radio

;I ﬁ'what's Felated
Feople Tellow Pages Download Customize. ..
kil Add/Modify/Remove JCAVS User

*Category: ICl\rlllan Ermployee (LSM) _I \I_I
=513

Grade:

Unauthorized User Lewvel(s)

Logout

level | smo |

Authorized User Lewvel(s)

Level

SMO

=1
|Document: Done

@hstart| | | ] B B3 B 7| Elwbox - vic... | EEpas Gats

-

Slage 9en @ @ 2 |
.||ﬁ3cnvs Mai... MiErUsUFtP...I |<E|5@‘E'3- 11:05 AM

1. Click “Select Person™.

Input the SSN and click “Display

3. From the Category drop-down list, select the desired
Person Category.

JCAYS Main Screen — Netscape

= Edit Nisww i=t= Communicator Help
- . = = =3 e =
Back Fornmard Feload Haorne Search MNetscape Prirt Security Shaop Stop
I wi# T Bookmarks M Metsite Ihllps Alipazapp.osd milAJPAS fserviets/com. eds. jpas. client servists JPAS ChooseRoleS erviet i | Gl T wihat's Related
2% Instant Message e bbd il Calendar Fi adia Feople rellow Pages Download 3 Customize.
Authorized User Levelis)
Lewel SMO
:: evel: [Level 2 =] “SMO: Select SMO |
ogout =
Add/Update Level | Remove Lavel |
™ Account Manager
Identify Special Privileges
[Bocument: Done =l e Skl S8 =2 2 |
FRseare || | ] BE EZ FT || Elinbox - mic. . | EE Pos care. .. |[EE 3cavs mai.. [Ericeosofe po.. |

<fECWBs 11:05 am

Click on the drop down arrow next to the Level box and se-
lect the appropriate level
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CREATING A JCAVS ACCOUNT

JCAYS Main Screen - Netscape

— (=<1
File Edit e [ct=) Communicator Help
Back Forward FReload Home Search  Metscape Prink Security Shop Shop
w.¥  Bookmarks M Metsite: [hitps: /Fipasapp. osd. mil”-JPAS fservists/com. eds. jpas_client servists JPAS ChooseRolsS ervlst ~1 &l T wWihat's Related
42 Instant Message “adebbd ail Calendar Fadio People “rellow Pages D ownload Customize. ..
] Authorized User Lewvel{s)
Lewvel SMO

—> -
*Lewvel: ILE'\I’E|2 VI FSMO:

Select ShO I

AddiUpdate Level | Remove Level |

I Account Manager

Identify Special Privileges

|Docurnent: Done

Rstart ||| [ BE B3 PR 7| Embox - mic.. | EEPas sate... |[ERicavs mai.. [EMicrosore F. . | - FCD By

1. Click on the “Select SMO” button to select the Security
Management Office for this user level.

- JCAYS Main Screen - Netscape

File Edit ¥iew Go Communicator  Help

Back Forward  Relead Hame Search  Metscape  Print Security Shep Stop
T Bookmarks M Netsite: [https ipasapp.osd mil/ JPAS Sservists/com, eds.ipas. clientserviets. ) PAS ChooseF olet ervist ~| &7 “what's Related
22 Instant Message

“debhd ail Calendar Fiadio People “Yellow Pages Download Customize. .

7 Security Managgment Office Search

“Enter Search Criteria: 1
Code: IEESQEIE”|

Name:l

anatiun:l

Search I A d I Reset I
Hotifications
Repors
PSM Het Click on Code link below in order to select SMO

SMO Code | SMOMNams | SMO Location
CAaMCEL I

Motice: Under the Privacy Act of 1974, you must safeguard personnel information retrieved through this

systermn. Disclosure of information is governed by Title 5, United States Code, Section 552a FPublic Law
93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives.

|Bocument: Done

1. Type in the SMO Code (UIC/RUC) into the “Code” block
followed by an asterisk (*) and click “Search”. The screen
refreshes and the results of the search are displayed in
the lower portion of the screen.
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CREATING A JCAVS ACCOUNT

JCAWS Main Screen - Netscape — =1

File Edit %iew Go Communicator  Help

Back  Forwerd  Reload  Home  Search  Netscape  Print  Securty  Shop Stop
7| i€ Bookmarks Metsite: Ihttps #/ipasapp2.osd. milAJPAS fserviets/com. eds jpas. clent serviets JPASChooseRoleServiet | @7 What's Related
A Instant Message (B webMai Calendar Radia People ellaw Pages Daowrload Custarize.

7 Security Management Office Search

*Enter Search Criteri

Code: |53285%

MName:|

Select Person .
Maintain SMO. Location: |
Home

Cha Password Search Add Reset

Chy Category/Level

Tutorial
Logout Records 1-8 of 8, Page 1 of 1
Click on Code link below in order to select SMO
 Swocous S StoName T S0 oo ]
6328510 MCIS, Level 4 WASHINGTOMN D
632852 MCIS, Level 2 WASHINGTOMN, DG
632853 MCIS, Level 3 WYASHINGTON, DC
632854 . Level 4 WASHINGTOMN, DC
632855 , Level 5 WASHINGTON, DC
632856 , Level & WYASHINGTON, DC
632857 MCIS, Level B WWASINGTON, DC
632858 MCIS, Level 3 WYASHINGTOMN NANVY YARD DC

CLOSE

MNotice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Gode, Section 552a Public Law 93-573, DoDD 5400.11, DoDR 5400.11-R and the applicable semice directives

1. Click on the link for the appropriate SMO. The
“Add/Modify/Remove JCAVS User” screen returns with the
selected SMO displayed in the SMO field.

JICAYS Main Screen - Nekscape

Edit GO Communicator Help
a oy A ok = =3 = =8 E 1
Back Forward Reload Home Search MNetscape Print 5 ecurity Shop Stop

w# T Bookmarks B

I etsite: | https: Aipasapp. osd mil A PAS fservlets/com. eds. jpas. client serviets JPAS ChooseRaleS ervlet -] &l what's Related

42 Instant Message “wdebbd ail Calendar R adio Feople rellow Pages Download Customize. .
Authorized User Lewvelis)
Level SMO
=
“Lew Level 7 = "SMO: B32357 - MNCIS, Level B Select Sh0 I
AddiUpdate Level | Remove Level |

[Show security inFormation

Eastartllj o BE FF PX ”lJ o tnbox - mic. .. | EEoras cate. . |[EE scavs mai..  [[S]Micrasafe F'...I
1. Click on the Add/Update Level button to add the
level. See the next page.

11:08 A
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CREATING A JCAVS ACCOUNT

JCAYS Main Screen - Neltscape - |E| Xl
File Edit Wiew Go Communicakor Help

Back Fopward  Reload Home Search  Metscaps Print S ety Shop

' w‘! T Bookmarks \._& Metzite: Ihttps:.Uipasapp.Dsd.miIHJF'AS/servlets!com.eds.ipas.client.selvlets.JF‘ASChooseHoleServlet LI ﬁlv what's Related

&%InstantMessage e bbA ail Calendar Radio Feople Telow Pages Download Customize...

IO TOI T E e OSET e reT Sy

Level | smo |

Authorized User Level(s)

Level SMO 1

Lewel 7 G22257 - NCIS, Lewvel 5 < l I —.I

[
*Level: ILeveI 7 vl *SMO: 632857 - MCIS, Level B Select SO I

Add/Update Lewel I Remove Level I

|Document: Done =l S a2 EE) w2 |
@hstart ||| ) BE B3 FR || Elwbox - vie. .. | BEpas cate... |[EEcavs Mai. [E]Microsoft ... |<BED 8, 11008 am

1. The level is selected and is populated in the SMO text
box.

¥ ICAWS Main Screen — Netscape — 1=

Edit  Wiew Go Communicakor  Help

4 = = @B @B @& -
Back Fowerd Reload Hame Search  Metscape  Frint Security  Shop Stop
42 Instant Message wfebhd ail Calendar Fi adic FPeople “ellovs Pages Download Customize.
. ~ Bookmarks M Metsite: [https: /ipasapp. dsis. dod. mil .IPAS /servlets/com.eds. jpas.client servlets. JPASChooseR oleServlet = 1 what's Related
Add/Update Level | Remove Level

I Account Manager
Select Person
Maintain SMO
rarite Identify Special Privileges
Chyg Password
Chy Categoryl evel & None ' Presidential Support Unit " Service Secretary 7 OSD Executive Secretary
Tutorial
Logout . . .

Identify Other S I Privileg

I B Access Designation Authority I Polygraph

Identify | igation R Per

- Initiate PSI - Review PSQ - Approve PSQ - Override PSI

= Add © Modify © Remowe
| > Save Cancel =
Lock Reasons =

|Document: Done

istart || | Zyry Docu... | [Ensave... | [El12, Per... | [Eunsave... | E)icavs 1. | Epresent .. |[FRacavs . || A BE B3 R ==}

-35% T &2 [EZ)

<= B30T 5:47
1. If required, select the ‘“Account Manager” box and
“ldentify Special Privileges” — In almost every instance
this will be marked “none”.

2. Click “Save” See next page for system password.
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CREATING A JCAVS ACCOUNT

41-1v JCAYS Main Screen - Netscape

Fil= Edit Wiew Go Communicator  Help

_l&] =l

I S D a2 o S A B

Eack Fornmard Reload Home Search Metzcape Print Security Shop

1 ]

Stop

J T Bookmarks .& Metzite: I https: Afipazapp.osd.mil AAPAS frervletz/cam. eds. jpas. client. zervliets JPASChooseRoleS ervlet

= | &7 what's Related

whebbd il Calendar Radio People “rellow Pages Drowanload Custormize:

4% Ihstant Meszage

UserlD: cicalvl

i Add/Modify/Remove JCAVS User

jpasapp.osd.mil - [JaraScript &p

AN

*“Category:
Select Person Grade:

Here is wour mew passwaord:
Maintain Secu

WC 19213450

Unauthorized Usi

Tutorial
Logout

Authorized User Lewvel(s)

SMO
S32857 - NCIS, Level &

Level
Lewel 7

|[Docurnent: Done

ggstart”J ) BE EE PR ”|J (& inbos - wic.... | EEapas cate... |[EE 1cavs Mat.. [EMicrosoft P...l

1.

After clicking “Save”, the computer will generate a one

time temporary password.

IT you hit “OK” before writing down

the password you will have to then reset the password.

2. The user 1.D.
right hand corner of the Person Summary.
3. Levels 7 and 10 can not be an Account Manager.

See the directions on how to modify and remove an account.
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“SAMPLE LETTER”
(From a JCAVS account manager to a new JCAVS user)

From:

To:

Subj: ESTABLISHMENT OF JCAVS ACCOUNT
Ref: (@) Your JCAVS Access Request Form of

1. Inresponse to reference (a), here is your JCAVS USER IDs and one-time
Password, as requested. Please read the instruction before accessing the system.

USER ID: XXXXXXXXXX (always lower case)
PASSWORD: CPXXXXXXXX

2. To login to the system, use the USER ID and password exactly as shown

above. When you successfully login to the system for the first time, you will be
prompted to change your password. JCAVS passwords must be between 10-20
characters long and may contain the following symbols @#$%"&"[] {}. Additionally,
you may use upper and lower case letters. Be advised, passwords are case sensitive.
Password may be changed at any time by the user. Please note, however, the system
will prompt you to change your password every 90 days.

1. Once you get in the system, the only way to log out is by selecting "Log Out",
located on the Main Screen menu. If the system goes down, or you log off using the
back arrow or the “X”, you will lock yourself out of JPAS and will need to contact
your local JCAVS Account Manager or your ISIC Security Manager to log you out
of the system.
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MODIFYING JCAVS USER?S ACCOUNT

3% ICAVS Main Screen - Netscape =151=]

Metsite: [hitpe: //204. 230 206, 200AIPAS /serviets fcom. eds.jpas.client. serviets JPASChooseRoleServiet

~| @517 What's Related

1 AddiModify/Remove JCAVS User
UserlD: /‘

= Categony: [Active Duty USA =] 2
Grade: EO0S

Unauthorized User Level(s)

hang
Tutorial | _tever | _____________________swo |

Logout

Autharized User Level(s)

Lewvel SMO

=
el: [Levelz =] “SMO: Salsct SMO
AddfUpdate Level Rermave Level |

As a JCAVS account manager, you can modify the record of a
JCAVS user. To modify a user’s account:

1. On the Main Menu, click Select Person. The “Select
Person” screen appears. Type the SSN of the JCAVS user
whose account i1s to be modified and click “Display”. The
“Add/Modify/Remove JCAVS User” screen appears.

2. From the Category drop-down list, select the appropri-
ate category to modify.

3. Select the appropriate level to modify from the level
drop-down list.
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MODIFYING JCAVS USER”S ACCOUNT

ICA¥S Main Screen - Netscape ;Iilﬂ
Fle Edit Wiew Go Communicator Help
4 @ 4 2 + 84 8 §
Back Forweard Reload Home: Search  Metscape  Print Securty  Shop Stop
ﬁ\nstantMessage WwebMail Calendar Radio People ‘ellow Pages Download Customize...
Jonokmarks \)f‘ Netsite:Ihtlps:f’.-’ipasapp.dsis.dod.mil.-’JPAS#servlets.ﬂ'com.eds.ipas.cIienl.servlets.JPASEhDoseHoleServlel j @'What's Related

a

Add/Update Level | Rerove Level

" Account Manager

Select Person

Maintain SMO

Home Identify Special Privileges

Chg Password

(TH::" C.a:egﬂnr.leel & None  Presidential Support Unit " Service Secretary " 0SD Executive Secretary
utoria

Logout

Identify Other Special Privileges

I B Access Designation Authority I” Polygraph
Identify Investigation Request Permissi
[T Initiate PSI [T Review PSQ A 1//50 [T Override PSI
o Vv
 Add @ Modify  © Remove

I:> Save Cancel =

Lock Reasons

Sk e &P G 2|
[HEPREG e [SEhe s

|Dacument: Done

iastartm @My Documents | (Unsaved Publi... | 12. Person Su... ”%JEAVS Main S... Microsoft Powe...l

1. Modify the appropriate fields.

2. Scroll to the bottom of the screen, select the Modify
button and click “Save™.



REMOVING A JCAVS USER”S ACCOUNT

Y ICAYS Main Screen - Netscape == x|
Edit ¥iew Go Communicator Help

- o B el DB F =

i Bookmarks £ Metsite: [nitps//204. 230, 206, 20071 P&S /serviets /com.eds.jpas. client servets JPAS ChooseFioles ervst | @ what's Related

|ﬂ AddiModify/Remove JCAVS User
UserlD:

* Category: [Active Duty (USA) = \I_I
Grade: EOS

Unauthorized User Levelis)

| tevel 1 swo |

Authorized User Level(s)

Level SMO

-]
“Level: [Level 2 =] *SMO: Select SMO

Add/Update Level Remove Level |

[Pocument: Done

- S = = V=B Ery

1. On the Main Menu, click Select Person. The “Select
Person” screen appears. Type the SSN of the JCAVS user
whose account you wish to remove and click “Display”. The
“Add/Modify/Remove JCAVS User” screen appears.

2. Select the appropriate category from the Category drop-
down list to be removed.

3% JCAVS Main Screen - Netscape

I =1 |
File Edic view Go Communicator Help
- W A D = == @a @& 3 SN
Back. Fonmard FRelaad Herme Search  Metscape Print Security Shop Step
Tl & instant Message “wiebMail Calendar Radic People wellow Pages Download Customize. ..
=i " Bookmarks & Metsite: [https: //ipasapp. dsis. dod milJIPAS /serviets/com.eds ipss. client serviets JP&S ChooseRoleS ervict ~| @17 What's Related
" = TEvET [ CeveT T S TOT EEas=e =
Add/pdate Level | Remove Level |
¥ Account Manager
Select Person
Maintain SMO
Chg Password Ildentify Special Privileges
Chg CategoryiLevel
£ = Mone residential Support Uni ervice Secretary xecutive Secretary
Ig:;’l':' &N  Presidential S rt Unit - s s t  OSD E tive S t
Identify Other Special Privileges
I B Access Designation Authority I Polygraph
ify igati Permissi
[l Initiate PSI [l Review PSQ [l Approve PSQ [l Override PSI
< Add < Modify = Remove
:> Save | Cancel
[Document: Done =l e e AP () ’
#start ||| Zumy bocume. .| [BltUnsaved P, | [E12. Person...|[FE3cavs Mai.. [EMcrosortp... | || = BE B K 5 & f BT eisnam

3. Scroll to the bottom of the screen and select the Remove
button and click “Save.
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HOW TO RESET A PASSWORD

31 ICAVS Main Screen - Netscape — =1
File Edit View Go Communicator Help

- o A 4% » m o= G B @

Back  Forward  Reload  Home  Geach  Metscape  Print Secuity  Shop Stop

T Ainstant Message  [E “webMail [E Calendar [E Radic = People [ vellow Pages [E Download & Customize

" Bookmarks J; Metsite: Ihltp -/ fipasapp.dsis.dod. milAPAS Sserviets/com. eds. jpas. client, serviets.JPAS ChooseRoleServiet = | @7 What's Related
¢ = None 7 Presidential Support Unit 7 Service Secretary 7 0SD Executive Secretary -

Identify Other Special Privileges

[ B Access Designation Authority I~ Palygraph
Select Person
Maintain SMO Identify | igation R Permissi
Home
Chy Password
Chg Categoryi_evel [ Initiate PSI [ ] Review PSQ [ ] Approve PSQ [ Override PSI
Tutorial
Logout

O Add = Modify " Remove

Save I Cancel
2

Lock Ri
1 IAdm\mstrative by Acc hanager il

—

4

' Lock Account © Unlock Account

Reset User Password Lock/lnlock Account |<: Log Off User

MNotice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is

governed by Title 5, United States Code, Seclmn 562a Public Law 93-579, DoDD 540011, DoDR 5400.11-R and the apphcah\e semvice directives ~
[Docurnent t: Done

ﬂstart |J Zyry Docume .| [EliUnsaved p...| [B12. person. . |[EE acavs Mat... [E]Microsort p.. |J HAESIRE S @ 54} QQE@ 717 A

On the main menu, Click “Select Person”. The “Select
Person” screen appears. Type the SSN of the JCAVS user
whose account is to be reset and click “Display”. The “Add/
Modify/Remove JCAVS User” screen appears. From the Category
drop-down list, select the appropriate person category to be
modified.

1. Click the “Reset User Password” link to reset the
password.

2. Click “Unlock Account” radio button.

3. Click ““Lock/Unlock Account” button.

4. Click “Log Off User”.

A confirmation message displays the user’s new password.
Write down this information as i1t 1s encrypted once the
display window closes. The user must enter the new password
the next time logging into the system.
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UNLOCK A USER”S ACCOUNT

% JCAYS Main Screen - Netscape — & x]
File Edit %iew Go Communicator Help

< @ A 4 = = A &
| Back  Fowed  FAelbad  Home  Search  Metssape  Fiin Secuity  Shop Stop
T Binstant Message [E webMal [E Calendar [E Radio [E] People [E vellow Pages =) Download &) Customize

% w#” Bookmarks J; Netsite: [hitps: //ipasapp. dsis.dod milAIPAS fserviets/com.eds.jpas. clisnt. serviets JPAS ChooseRial=5 ervist v | @07 what's Related

= None " Presidential Support Unit © Service Secretary " 0SD Executive Secretary =
ldentify Other Special Privileges

7 B Access Designation Authority I Polygraph

Select Person
Maintain SMO
Home Identify Investigation Request Permissions
Chg Password
i e L] T Initiate PSI ™ Review PSQ T Approve PSQ T Owverride PSI
Tutorial
Logout

© Add & Modify  © Remove

Save Cancel

Lock Reasons
Adrministrative by Account Manager ﬂ

= Lock Account © Unlock Account

Reszet User Password Lock/Unlock Account I <: Log Off User <5 ::j

MNotice: Underthe Privacy Act nf 1974 you must safeguard personnel information retrieved through this systern. Disclosure of infarmation is =
o b Titl Linitad Sat + Bublic | w3579 NalN S400 11 N0 5400 112 and th o =
|Document: Done Y

‘astartm My Document ks | [Es. How 10 ESTABLI..‘l [ElMicrosoft PowerPoint | £ ICAVS Main Scree... |J ] BE BE X 5 & 54] QBQ@ £:03 &M

On the Main Menu, click “Select Person”. The “Select Person”
screen appears. Type the SSN of the JCAVS user whose account
iIs to be reset and click “Display™.

The “Add/Modify/Remove JCAVS User” screen appears. From the
Category drop-down list, select the appropriate person cate-
gory to be modified.

1. Click the “Lock/Unlock Account” button
2. Click ““Log Off User™.

This function ensures a user can return to the system if they
shut down their Browser without properly logging off the da-
tabase or, if they do not log out properly using the appro-
priate hyperlink.
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UNLOCK A USER”S ACCOUNT

H2 ICAYS Main Screen - Netscape

_|=| =
File Edit WYiew Go Communicator Help
P ¢ a a = a @ @l
i Back Fonward — Reload Home Search  Metscape Frint Security Shop Stop
i ﬁ\nstantMessage wwebiM ail Calendar Radio People Tellow Pages Download Customize..
" Bockmartks A Netsite: [https://pasapp. dsis. dod. milAIPAS /servlets/com. eds.jpas. client, servlets.)PAS ChooseRialeS erviet | E3 7 what's Related

& None " Presidential Support Unit " Service Secretary

Identify Other Special Privileges

I B Access Designation Authority [~ Polygraph

© 0SD Executive Secretary

Select Person
Maintain SMO

Home Identify | L] R Permissi
Chg Password
Chy CategoryiLevel - Initiate PSI - Review PSQ - Approve PSQ - Override PSI
Tutorial
Logout
 Add & Maodify " Remove

Save | Cancel

=

Lpasons

Admmlstratlvacnunt Manager il

& Lock Account © Unlock Account

Reset User Password Lock/Unlock Account |

Log Off User

ol by Titl | lmitood Siapoc Cocl dinen S50 Diblic | o

Motice: Under the Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of infarmation is
O Nal0EANN 11 DAl SANN 11 B and I

[Document: Done

i@ start | |J My Documents

On the Main Menu, click “Select Person™.
screen appears.

IS to be reset and click Display.

The “Add/Modify/Remove JCAVS User” screen appears.

| [Bl=. How 1o esTat... | [Elmicrosart Pawerraint |[FE 1cAvS Main Scree... H  BR BE PR 5

Sl Y @2 2|

E D sozam

&

The “Select Person”
Type the SSN of the JCAVS user whose account

From the

Category drop-down list, select the appropriate person cate-

gory to be modified.

1.
2.

Click the “Lock/Unlock Account” button.
Click “Log OFff User™.
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LOG OFF USER

J;:v JCAVWS Main Screen - Netscape

T
File Edit Wew Go Communicator  Help
[ - - - - - Eﬂ
Back Fomward  Feload Home Search  Melscape Print Secunty Shop Stop
¥ &InstanlMessage “WebMail Calendar Radio People “ellow Pages Dawnload Customize...
T wl " Bookmats A Metsite: [ttps: //ipasapp dsis dod il PAS /serviets/oom eds jpas cliert servlsts JPAS ChaoseRoleS arvet x| @507 What's Related

ldentify Special Privileges

* Hone " Presidential Support Unit " Service Secretary " OSD Executive Secretary
ldentify Other Special Privileges

Select Person ™ B Access Designation Authority [~ Polygraph
Maintain SMO
Home

Chy Password
Chy CategoryiLevel ldentify Investigation Request Permissions
Tutorial
Logout r

Initiate PSI [T Review PSOQ [T Approve PSQ [T Override PSI

 Add & Modify ¢ Remove

Save Cancel |

Lock Reasons

Mot Locked = 1

' Lock Account @ Unlock Account

Reset User Password Lock/Unlock Account | Log Off User

|Document: Done

;astart”J @y bocuments | [E]s. How 10Es...| [E]Microsoft powe. .| [FE 1cavs Main 5., BllDocumentt - .. |J HESRES & 4D soaam

On the Main Menu, click “Select Person”. The “Select
Person” screen appears. Type the SSN of the JCAVS user
whose account i1s to be reset and click Display. The
“Add/Modify/Remove JCAVS User” screen appears. From the

Category drop-down list, select the appropriate person
category to be modified.

1. Click “Log Off User”.
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JCAVS USERS ERROR MESSAGES

These are messages that will appear if a JCAVS user account
iIs locked and what you need to do:

Administrative By Account Manager — You need to unlock
the account

Inactive Account — You need to reset the password and
unlock account

Invalid Password Attempts Exceeded — You need to reset
the password and unlock the account

Access Suspended — Can not be removed

Eligibility Change — Can not be removed

Note: The Eligibility Change lock condition cannot be
removed iIf the user does not qualify for the assigned levels.
The Access Suspended condition cannot be removed 1f the
condition still exists.
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ESTABLISHING YOUR SECURITY MANAGEMENT OFFICE (SMO)

After registering your command for JCAVS access, the next
step is establishing your commands” Security Management
Office (SMO). By setting up your SMO, you are directing the
systems” information flow to your organization. Commands
with JCAVS access can see JCAVS information, but without
establishing your SMO, other commands will not be able to
identify you. Additionally, you will not receive
notifications from the DON CAF, receive visit requests,
etc., nor will you be able to modify any individual records
contained in JCAVS. The SMO i1s established by the Account
Manager. JCAVS will not function correctly without follow-
ing these 1mportant procedures.

I'-ﬁ) JCAYS Main Screen - Netscape = |ﬁ' |i|
. File Edit Wew Go Bookmarks Tools Window Help

@ O @ O o | S https:/fipasapp.osd.milf JFAS servietsicom eds. jpas. client . servie | [G\ Search ] Cfgo @

)/ [ = 4% Home [My] Metscape QSearch ’a shop | E3Bookmarks
Tal 5 4 Security Management Office Search

*Enter Search Criteria:
Code:

Name:

Select Person Location:
Maintain Securi

Search I Add | Reset I

Home

Change Password
(o ET NN CILTVEE | Click on Code link below in order to select SMO

Tutorial SHO Cods | SMOMName | SHO Location
Logout
CLOSE

MNotice: Under the Privacy Act of 1974, you must safeguard personnel inforrmation retrieved through
this systern. Disclosure of information is governed by Title 5, United States Code, Section 552a Public
Laws 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable serice directives

I = & & E] | hitps:ipasapp.osd mil P4 S /serulets feom eds.jpas client servlets JPASSMOFor AllSMOServlet == %] | 5

Wstart ||| [ & | =apas | [ElMicrosoft Powe...| fEpas cateway ...|[@Ecavs Main 5. ke GEDS2 08 5141 am

1. Click on the Maintain Security Management Office (SMO)
link. The "Security Management Office Search”™ screen
appears.



ESTABLISHING YOUR SECURITY MANAGEMENT OFFICE (SMO)

() ICAYS Main Screen - Netscape =) =
. FEil= Edit Wiew Go Bookmarks Tools  Window Help |

@ Q @ Q o | % https:/fipasapp.osd.milf JPAS/servlets/com. eds.jpas. client, servle I [@k Search ] 'cfgo @

al = 4% Home [My] Metscape Q Search ’a Shop | E3Bockmarks

= 4 Security Management Office Search =
This
is no *Enter Search Criteria:
e Code:[F3z85"
L MName:

Select Person Location:

Maintain Securi

e Search I Audd Reset

Change Password =

Change Category L Records 1 -6 of 6, Page 1 of 1

Tutorial CIMk on Code link below in order to select SMO

Logout toceian T stotame T SHe Locaion

632852 MIS HQ, Level 2 WWASHINGTON, D
632853 MIS HQ, Level 3 WWASHINGTOM, DC

= 632854 MIS HQ, Level 4 WWASHINGTOM, DC
Boct 632855 MIS HQ, Level 5 WWASHINGTOM, DC
== 632856 MIS HQ, Level B WWASHINGTOM, DC —
Bud 632857 MCIS, Level B WWASINGTOM, DC
Sha CLOSE |
Tod: =
@ B 2 G E) | Docurnent: Done (7,89 secs) | |:QE:| o) | =Y
,iStart”J ] @ & [ || Seas | Ellricrosoft Povee. .| E13pas Gateway .. |[Ecavs Main s... [ f EDEa o8 544 am

1. Type In your SMO code and asterisk (*).

2. This is a listing of one SMO with several different
levels.



ESTABLISHING YOUR SECURITY MANAGEMENT OFFICE (SMO)

ADDING A NEW SECURITY MANAGEMENT OFFICE

- JLAYS Main Screen - Netscape = |E’|i|

File Edit Wew Go Communicator Help

" P A A . o om o A @ @

Back Forward  Reload Home Search  Metscape Frint Security Shop Stop

W" B ookmarks J‘ Netsite:|https:Nipasapp.osd.miI.-’.JF'ASa"sewlets.-’com.eds.ipas.client.sewlets.JF‘.&SEhooseHoIeSewlet LI @'What's Fielated
ﬁlnstanth‘lessage Wiahbd ail Calendar Radia People Yellow Pages Dowvanload Customize. ..

9 Security Management Office Search

“Enter Search Criteria: _4

Code:[532057 <L | |_|
Name:l < ﬁ?
\'4

Location:l
Searchl Add | Reset |

Click on Code link below in order to select SMO

i SMOCode | SMOName | SMO Location
%» CANGEL |

Change Latl”
Tutorial

Logout

Notifications

Reports

PSM Net

Motice: Under the Privacy Act of 1974, you rmust safeguard personnel infarmation retrieved thraugh this
system. Disclosure of information is governed by Title 5, United States Code, Section 552a Public Law
93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable serice directives.

|D0cument: Dione = e L =R e |
R Start”J :L_ﬂ % ﬁ; K »“ ﬁJPAS Gateway - Metscape | JPAS Change Password ... ”@JEAUS Main Screen - ... 4]%@ e, 2139 PM

1. Enter the SMO Code (UIC/RUC) for your organization in the
“Code” text box.

2. ITf the SMO does not appear, you will have to “Add” the new
SMO.

3. Click “add”.



ESTABLISHING YOUR SECURITY MANAGEMENT OFFICE (SMO)

ADDING A NEW SECURITY MANAGEMENT OFFICE
- OQ Q @ O o |% https:{fipasapp.osd.milf IPASservletsfcom. eds jpas. client, servle | [GL Search ] C-E:-:So @

a8 4% Home [My] Metscape o\Search 7] shop  EJBookmarks

- - - P
-t 4 Security Management Office Maintenance =
=)
This
is no * .
p SMO Code: 532856
right *SMO Name: MIS HO
now.
*SMO Location: ASHIMNGTON, DC
Select Person *Service/Agency: | N - Mavy | =
Maintain Securi “Office Level: [Lewels =1 j
Home D .
[T e s | “Active Date: EDD3 05 D:ta::uvate Deactivate: [
Change Category Lj Vg cial Ci cial
Tutorial Phome: [024330833 Fax: [024339630  DSM Phone: [o58
Logout jacksonfncis.navy.mil |
Email:
Stoc NRO Service r OSD/ES
Designation: Secretary Designation:
Baok ' Designation: '
Seat
Bude
Shioy Active Parent SMO(s)
Tod: T4 =
@ & 2 @& ] | pocumen t: Done (4.86 secs) == ] | &
;astart”J T & S |J Ipas | Emicrosot powe...| 1pas Gateway ...|[E1cavs Main 5... | f D408 545 am

The "Security Management Office Maintenance'™ screen appears
with a message window directing you to enter the required
data to add to the SMO.

Click OK.

Type the SMO name iIn the “SMO Name” text box. This iIs your
command®s plain language address. The UIC/RUC shall not ap-
pear in this block.

Type the location of the SMO in the ““SMO Location” text box.
This i1s the city and state only.

Click on the Service/Agency down arrow and select the appro-
priate service or agency. Navy or Marine

Click on the Office Level down arrow and select the appropri-
ate level.

Type the appropriate date (YYYY MM DD) in the “Active Date”
text box.

Type the commercial phone number (No dashes or spaces) in the
“Commercial Phone” number text box.

Type the commercial fax number in the *“Commercial Fax” number
text box.

Type the DSN Phone number in the “DSN Phone” text box.

Type in the email address in the “Email” text box.

Click the appropriate Designation.

Click SAVE. The SMO is created and the screen refreshes.

DO NOT CHECK THE BOXES BELOW THE “Email” address.
9-4



ESTABLISHING YOUR SECURITY MANAGEMENT OFFICE (SMO)

ADDING A NEW SECURITY MANAGEMENT OFFICE

Special Privileges

You will not check the boxes for NRO Designation, Service
Secretary Designation nor the OSD/ES Designation.

9-5



ESTABLISHING YOUR PARENT RELATIONSHIP

E_ED JCAYS Main Screen - Netscape

= Fil= Edit Wew Go Bookmarks Tools Window Help

@O@O

O | % hktps: fijpasapp.osd.milf IPASserviets/com, eds. jpas. client, servle I [Gk Search ] cfgo g

/ L= 4% Home [M¥] Metscape Q Search a shop | EJEockmarks

_l&x]

Select Person
Maintain Securi
Home

Change Password
Change Category L

Tutorial
Logout

HRO — OSD/ES

. S Secretary - s
Designation: Designaftion: Designation:

Active Parent SMO(s)

Code Location Level Heai
Date

MEFZ2E54 S50 NCIS 716 SICARD 5T, 5E Level 4 2003 05 MNiA
WYASHINGTOM MAWY 29

¥ARD DC 20388
Additaintain Parent Relationships I

Affiliated Users: 9 “iew I

SAVE I CANCEL |

Motice: Underthe Privacy Act of 1974, you must safequard personnel information retrieved
through this system. Disclosure of information is governed by Title 5, United States Code, Section

-

il K 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the appllcable service dlrectlves [~
@ = 2 2E] | Crocurnent: Done (486 secs] |:QE:| ) | a
@hstare ||| 1] & @ = | [Ericrosoft Powe. .| @pas Gateway ...|[Eiocavs Mains... [l GET Sl 547 am

IT you have oversight responsibility over other commands, you may
establish yourself as an ISIC or parent. An ISIC or parent com-
mand does not receive DON CAF notifications however, they may re-
quest and receive reports on the commands they have claimed and
can in-process and out-process personnel into their subordinate
SMOs. To add an ISIC/parent relationship, complete the following

steps.

1. Click on the Add/Maintain Parent Relationships button. The
“Security Management Office Parent Maintenance” screen appears.
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ESTABLISHING YOUR PARENT RELATIONSHIP

JCAYS Main Screen - Netscape =]
File Edit Wiew Go Communicator  Help
- » A & = = a @ i@
Back  Fonward  Feload  Home  Search  Metscape  Frint Secuity  Shop Stap
w§ " Bookmarks M Netsite: |https:/ipasapp2 osd.mil A PAS fserviets/com. eds.jpas. client. servlets.JPAS ChooseR oleS erviet

A2 Instant Message WebMail Calendar R adio People

= | @7 what's Related
Yellow Pages Dowrload Customize.
4 Security Management Office Parent Maintenance

SMO: 532854 - NCIS, Level 4

Maintain SMO 1
Home

Search Faor A MNew Parent I
Chy Password
chg Catogorynover [MIF Couo | [ tocaion ] Level | DBoginbDaw | CnuDowo |
Tutorial
Logout

et T Name 1 tocmon ] tovel | DeainDate | CnuDate |
Select Person N

SANE CANCEL I

Notice:

Under the Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable serice directives

|Dacument: Done

i#R start | |J

= I,

S N Y
M EE FS B 2|5 8a0%&%  11:15am

Microsoft PawerPoint | [E]5M0.pub - Microso... | [EHow To EsTasLs. .. | B Jpas Gateway - Ne.. .”ﬁ]cnvs Main Scre... |J

1. Click “Search For a New Parent’.

JCAYS Main Screen - Netscape
Fil= Edit View Go

Communicater  Help

Back Fonward  Reload Home Search  Metscape Frint S ecurity Shop Stop
¥ " Bookmarks M Metsite Ihllps Adipasapp.osd. milAIPAS fservlets/com. eds. jpas. clientservlets JPAS ChooseR oleS ervlet

42 Instant Message wafebbd ail Calendar R adio FPeople rellow Pages D ownload Customize.
] A Security Management Office Search

“Enter Search Criteria:]
Code: [FEzRETL_ 1 |
Name:l \l

~| @7 what's Related

Lucaliun:l

Search I

Add | Reset |

ink below in order to select SMO

Click on Co
SMO Code

SMO Location

CAMCEL I

MNotice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved through this

system. Disclosure of information is governed by Title 5, United States Code, Section 552a Public Law
93-572, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives

[Document: Done

1. Type in the I1SIC/parent UIC by placing the code (UIC/
RUC), name of command or location of command.
2. Click “Search”.
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ESTABLISHING YOUR PARENT RELATIONSHIP

File Edit View Go Communicator Help
- = E = - 3 [
Back Forverd  Reload Hame Search  Metscape  Print Secuity  Shop Step
wu§ ~ Bookmarks &  Metsite: [https: 7#ipasappZ osd.milt) PAS /servists/com. eds ipas. client. servlets JPASChooseF oleS ervist ~| & what's Related
2% Instant Message [l twebhail Radio People “ellow Pages Download Custamize... |

Select Person
™

Chg Password
Chg Categornyilevel

Tutorial
Logout

1 Security Management Office Search

“Enter Search Cri
Code: [6328;

Name: |

Location: |

Search | Reset |

Records 1 -5 of 5, Page 1 of 1

SMO Location

Click on Code link below in order to select SMO

SMO Code
6328510 MCIS, Level 4 WASHINGTON DC
632852 MCIS, Level 2 WEASHINGTOMN, DC
632853 NCIS, Level 3 WASHINGTON, DG
632854 MCIS, Level 4 WASHINGTOMN, DC
632858 MCIS, Level 3 SWASHIMGTORN MANY Y ARD DC

Close

MNotice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable serice directives

& =1

i#Rstart || | ElMicrosort Powerpoint | [EsM0.pub - Microsa. .. | [BiHow 10 esTasUs... | BE pas atewsy - ne..|[EEIcavs Mam scre... || 1 BE BS B >

1.

[http:j/home. netscape . comibookmark/+4_79/pteustomize, html 2 =
ST 11a3am

ILAVYS Main Screen - Netscape
File Edit Wiew Go

Click on the appropriate 1SIC/Parent Code.

=151 x]

Help

Communicator

Back

Shop

@

Stop

2 b o 3

Search MNetscaps  Print  Security

[ A T |

Forwed  Reload  Home

J' Eookmarks \k Metzite: Ihttps'MpasappZ.osd.m\I#JFAS/servlets:’com.eds ipas.client.zervietz. JPAS ChooseRoleServiet

| 7 What's Rielated

Select Person
ain SMO

M:
Home

Chg Password
Chg CategoryLevel

Tutorial
Loy

ﬁ Instant Message @] wiebhail

Calendar Radio Peaple “rellow Pages Dowrload Customize...
7 Security Management Office Parent Maintenance

-4 h

SMO: 532854 - NCIS, Level 4

| Cods | Mame |

Location

Search For A Mew Parent

[Code | Name | Locaton Lol ]

Begin Date

632852 MCIS WWASHINGTOM, DC Level 2 I
SAVE CAMCEL
Motice: Under the Privacy Act of 1974, you must guard personnel information retrieved through this system. Disclosure of information is

governed by Title 5, United States Code, Section 5 lic Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable serice directives.

jastartm
1.

|Document: Done R (= Y

icrosoft inerPnlr\tI SMO‘puh-Mlcmsn...l [BfHow To ESTAELIS‘..l 5 1pas Gateway-Na..IW |J o B FS R ”
Once you have selected a SMO Code (UIC/RUC), text box

is populated.

2.
dd.
3.

Place the date in the “Beginning” textbox, yyyy,mm,

Click “Save”.
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JCAVS USERS AFFILIATED WITH YOUR SMO

) ICAYS Main Screen - Nekscape — =] =]
» File Edit W%iew Go Bookmarks Tools ‘Window Help

@o O @ O 0 |% https: ffipasapp.osd. milf IPASiservletsicom.eds. jpas. client. servie I [GLSearch ] ‘:E;Q @

| L= 43 Home Metscape Sl Search & Shop | E3Bookmarks
SEeTvIcE
ek geRg nation: = Secretary = SSSDi”iSation' = B
THew d : Designation: 9 -
This
is no
avail

Active Parent SMO(s)

I I T K I
Date

MEZZ2E54 S50 MNCIS 716 SICARD ST., SE Level 4 2003 05 MeA
WVASHIMNGTOM MANWY 29
YARD DC 20388 |

AddsMaintain Parent Relationships |

Affiliated Users: 9 Viewl/ 2 |

~

Logout

Stoc
Book SAVE | CAMCEL |
Sear
Eudt . .
=5 Motice: Under the Privacy Act of 1974, you must safeguard personnel information retrieved
il through this systerm. Disclosure of information is governed by Title 5, United States Code, Section |
Tad: 5524 Public Law 93-579, DoDD 5400.11, DoDR S400.11-F and the applicable service directives. -
(E = 2 &5 E1 | Document: Done (4.36 secs) S A=

@hstart || | ] & @ =t | ElMicrosort Powe..| #S1Pas Gateway .. |[iEcavs Main 5... [l < D8 8B si47 am
1. Your Parent i1s now entered into JCAVS.
2. Before you leave this screen, look at your affili-
ated users. Click 7Affiliated Users”.

JCAYS Main Screen - Netscape - Iﬂl XI

File Edit Miew Go Communicator  Help

1T « @ A % e =% @ @
Eack Fonwand Feload Hame Search Metscape Print S ecurity Shop Stop
e .,,*! T Bookmarks A Metsite: Ihttps: Flipazapp2. osd.mil/) PAS fserviets/com. eds. jpas. client. serviets. JPAS ChooseRoleS erviet -] EE1™ what's Related
J% Instant Message ' ebibd ail Calendar R adio People Tellow Pages Dovnload Customize...

e L e o e o L pe e

Records 1 - 17 of 17, Page 1 of 1

Office Office
Organization Phone Phone
DSH Comm

User

Category Level

t Person

wilian Employee
n SMo pley

Level 4
Home o .
Chyg Password b0 Civilian/ReservesMational Level 4 RIS HQ
Chy Categorylevel uard

Tutorial vilian Employee Level 4 RIS HQ
Logourt

Ermployee Leval 4 MNMIS HO
Employee Level 4 MNIS HQ
Employee Level 4 MNMIS HQ

Employee Level 4 MIS HQ
Employee Level 4 MNIS HQ
Employee Leval 4 MNMIS HO

|[Documnent: Done o

listar || ) B B3 PR ) ) || = ol e ] R Bt [€- 2% w02 am

All of the above individuals are JCAVS users within your SMO.
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PERSON SUMMARY

3 ICAVYS Main Screen - Netscape 1= x|
File Edit View Go Communicator Help

1 e @ @B O a & a4 @ i N
5 Back Forward  Reload Home Search  Metscape Print Security Shop Stop:

v ﬁlnslanlMessage WebMai\ Calendar Radio People Yel\uwPagEs Download Customize..

w!  Bookmarks \g& Metsite: |hitps://jpasapp. dsis. dod. mil A PAS fservlets/com. eds. jpas. client. servlets JEAS ChooseR oleS ervlst j ﬁ‘ T what's Related
¢ | -

SS5N Date of Birth: 1960 08 02

Open Investigation: Marital Status: M/A
PSQ Sent Date: MN/A Place of Birth: MN/&
Select Person Attestation Date: 2004 03 16 Citizenship: U.S. Citizen
View SMO . . - )
Create/Modify Visit .Incldent Report: N/A NdA S:gned. Yes
Notifications b SF 713 Fin Consent Date: MN/A NdS Signed: Yes
Reports » SF 714 Fin Disclosure Date: M/A
PSM Net
Manage Invest Rysts Polygraph: N/A
ploms Foreign Relation: i
Chg Password ) | -
?:tg (E:a:egory.lLeuel PS50 Sent Request to Research/Upgrade Eligibility |
Ll un: Non-SC| Access History
oaot NdA Histary

Accesses

m Suitability and Trustworthiness ScCl Available Actions

Civilian Employee (USHN) Top Secret Mo 1T WA Yes Indoctrinate Hon-SCI
Public Trust: M/A
Child Care; MN/&

Person Category Information

Debrief Non-SCI

Category Classification: N/A
Qrganization; 63285, 63285, 63266, 63285, DC, 20558
|Dacument: Done EE = e B A

3 ==
il start |J (& tnbeie - wic.... | | ICAVS Mai... ] access sus... | B RE: LCDR K| (THPlease |nse...| B windowes Ml H o R S K G @ |5@%®Q@E 620 &M

The top portion of the “Person Summary Screen” identifies:

a. Name (PID entry)
. SSN (PID entry)
¢ . Open Investigation (OPM entry)
d. PSQ Sent Date: (command entry)
e. Attestation Date: (command entry)
f. Incident Report - (command entry) (The individual's name will be in red)
g. SF 713 Fin Consent Date: (Not in Use)
h.
I,
I
k.
l.

-

(=3

SF 714 Fin Disclosure Dare: (Not In Use)
Polygraph - (Not in use by Navy)
Foreign Relation (CAF entry)
Date of birth (PID entry)
Marital Status (Industry only)
m. Place of birth (PID entry)
n. Citizenship (PID entry)
0. NdA (Classified Information Nondisclosure Agreement, SF-312) (command entry))
p. NdS (Nondisclosure Statement (SSO entry))

Blue links on top section of screen

NOTE: If you do not own or service the individual, no blue links will appear.

a. PSQ Sent - (Command entry)

b. Non-SCI Access History

c. Request to Research, Re-certify and Upgrade Eligibility (RRU) - Communication with DON CAF
d. NDA History
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Person Summary-Person Category

Accesses

Industry (Contractor)

Top Secret Na IT: MAA
HH3VFDBB

Public Trust: MN/A,

Child Care: MNiA,

Industry {Contractor) 7TN699-1 Mo IT: mAs
Public Trust: MN/A

Child Care: M/&
Industry (Contractor) 05482-1 Top Secret Mo IT: hAA
Public Trust: M2

Child Care: MNiA,

Reserve - Officer {(USAF) Top Secret Mo IT: hAA

Public Trust: MN/A,

Child Care: MNiA,

Number; Ma,

Suitability and A a

Indoctrinate Non-SCl

Debrief Non-SCl

Access Number: MNAA

=1
T
G
=]
HCS
Access Number: B-
380000017
=1
T
G
HCS

Access Number: MNAA

Indoctrinate SCI

Request SPA

Indoctrinate Non-SCl
Debrief Non-SCl
Indoctrinate SCI

Debrief SCI

Request SPA

Indoctrinate Non-SCl

Debrief Non-SCl
Indoctrinate SCI

Debrief SCI

Request SPA

The middle portion of the “Person Summary Screen” identifies:

a. The access column will only display if at least one category has been indoctrinated into an access.

Blue links on middle section of screen

These links are where the command can indoctrinate and debrief a person category record.
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Person Summary-Bottom Section

Helo

=1 @ whats Rolated

Person Category Information

Category Classificaton: hra
Organizaton: 63285, 53285, 63285, 63285, DC, 20388
Organicativn Status: Nia
Occupaton Code:0132 Separation Date: N/
SCTI SMO:NCIS, Level 3. 202433691 1/3637 , jdreweryi@ncis. navy. mil and/or pheattisi@ncis. navy. mil
Non_SCI SMO:NCIS, Level 4, 2024339631, cabordeni@ncis. navy. mil
Servicing SMO: Yes

Office Symbol: MTAS Grade: GG 14
Posion Code: N/A PS:Critical Sensitive
RNLTD: Mo
Offive Phune DSN:285

SD: A
P'roj. Departure Date: NAs
Proj. UIC/UC/MAS CODE: N/ay

Roport Incident In/Out Procose
Remarks
Suspense Data Investgadon Request

Investigation Summary
SBFR fram OFM, Opened: Clased 2001 09 06
SBPR frurm Unknuwn, Opened. Clused 1995 05 11

Adjudication Summary Adludicadon Histony
PSI Adjudicaliun uf SBPR OPM, Openeyd |, Clused 2001 09 08, delennined Eligibilily uf SCI - DCID 874 un
2001 10 15 DaNCAF

PS| adjudication of SEPR OPM, Opanad , Closed 2001 08 08, detarmined Eligibility of SCI - DCID B/1 an |
AN 1118 DANCAE

External Interfaces

e — - Perform Sl Scarch pcn =
@ == [P mrrts e Sl s vew o= E -
Mstart || | Blniws - i |[EEacavs mar.. Blacess s, | sARE LOR K| EPPeae ne . | Brwinves .| || 22 BE S PR & & Ef AR D= siziam

The bottom portion of the “Person Summary Screen” identifies:
a. Person Category Information

b. Category Classification: (USAF Only)

c. Organization: (PID)

d. Organization Status: (Not in use)

e. Occupation Code: (GS series/MOS/Rating/Designator)
f. SCI SMO: (SSO)

g. Non-SCI SMO: (Command)

h. Office Symbol: (user)

i. Position Code: (USAF Only)

j- Arrival Date: (PID)

k. Office Phone Comm: (user)

|. Separation Status: (PID)

m. Interim: Command

n. Separation Date: (PID)

0. Grade: (PID)

p. PS: (DCPDS)

g. RNLTD: (PID)

r. Office Phone DSN: (User)

s. TAFMS: (PID)

t. Proj: Departure Date: (PID)
Uu Proj. UIC/RUC/PASCODE: (PID)

Blue links on bottom section of screen
a. Report Incident
b. Suspense Date

c. In/Out Process
d. Investigation Request
e. Remarks

Investigation Summary — Summary of investigations

«Adjudication Summary — Summary of CAF actions. If you request an action of DON CAF, the action
DON CAF takes or is in the process of taking may show up here. This is where the eligibility
determination is.

*External Interfaces

«“Perform SlI Search” - This is to look at investigation data on person who's investigation was done
by the Office of Personnel Management

*DCIl—Used only by a CAF.
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PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

# ICAYS Main Screen - Netscape =& x|
File Edit Wew Go Communicator Help
I @ A D e @M oS a4 B @ Hﬁl
Back Fonward Reload Home Seach Metscape Frint Security Shop Stop
7 w_! T Bookmarks \“ Netsite:|https://ipasapp.osd.miI/J P&S /servletsdcom. eds. jpas. client. serviets JPAS ChooseR oleServiet ;I ﬁl' ‘what's Felated
B ﬁ Instant Message i ebbd ail Calendar Radio People ellow Pages Dowwrload Customize...

ki =
Welcome to the Joint Clearance and Access VYerification System
{JCAVS)
You are logged in as User:
anderma
Civilian Employee {USN) - Level d

632854 - 63285 - NIS HQ, Level 4

Change current Time Zone, Office Symbol or Phone Number —

Tutorial
Logout

Please select an item from the menu on the left to continue.

|Document: Done

T AR [Ea)

§Qstart”] = BE ET PR ”|J [Hnbos - .. | B nbox - i... | Baranting 1... | BEras cate...| [EE scavs m.. 2 | ED oA zios M

JCAVS will not function correctly without following these
important procedures. After your command has established a
Security Management Office (SMO) under JCAVS, the next step is
to properly identify the individuals over whom your SMO will
have security cognizance. This is done under JCAVS"s PSM Net
function. Through personnel data system interfaces, JCAVS will
automatically identify most of the individuals who share your
UIC/RUC as belonging under your PSM Net authority. Unfortu-
nately, the personnel system data is not without error. It is
the responsibility of each SMO to review and make necessary
changes (add individuals to the PSM Net, delete individuals
from the PSM Net) to ensure i1ts accuracy and integrity. It is
also the responsibility of each SMO to ensure the PSM Net is
updated with every personnel change as described in the “in-out
process”. The following procedures will take you through the
process of establishing your SMO"s PSM Net.

1. Click on PSM Net. The "JCAVS Maintain PSM Net" screen ap-
pears
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PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

7 ICAYS Main Screen - Netscape ===l
File Edit Wiew Go Communicator Help
W @ A 4 e B = a8 B 8 HHI
Back Fonwarnd Fieload Home Search  Metzcape Print Security Shop Stop
% i Bookmaks M Netsite [hitps: #4ipasapp osd mil IPAS fserviets/com eds jpss client servlets JPASChooseR oleServist ~| @57 Wwhat's Rielated
&%InstantMessage i ebbd il Calendar Fiadio Feople “ellow Pages Dovnload Custornize:. ..
Person Categories: -
Records 1 - 50 of 1910, Page 1 of 39
12345678910 11 12 13 14 15 16 1F 18 19 .. Hext Last
Sort By:ILast Marme 'l @& Agcending ¢ Descendg 2
Find Last Name: I
[ _____Hame | Relationship Remove M
E"‘"'a” MIS HO Chwning - -
mployee
Civilian MIS HO Crwning - -
Employee
Civilian MIS HD Orwning - -
Employee
Civilian MIS HO Crwrning - -
Employee
Civilian .
KIS HQ O - [
Tutorial Employee wning
Logout L iilian NIS HO Ouwniing r (
Employee
Civilian NIS HQ Chwning r m
Employee
L hlian NIS HO Ouwning r — &

|Document: Done

ST = ey B

hstare ||| 11 BE B3 BX
Here i1s a list reflecting personnel

in a PSM net.
This screen allows you to “clean-up” your PSM net:

1.

J Inbox = Microso...l ﬁJPnS Gateway I Microsoft Pawe. .. I @JEA?S Main S... |<ﬂ§@ 'QE'. B 11:25 Am

Ensure those who should be in your PSM net are under the

right “person category” and review whether you ‘“own” or

“service” them.

2. Anyone who is listed in your PSM Net who shoul

there, you may remove by clicking the “remove” box.

d not be
The

term “PENDING REMOVAL” will appear and at midnight, Eastern
Standard Time, the person will be gone from your PSM net.
(The record does remain in JPAS for another SMO to take own-

ership, etc.).

13-2



PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

CHANGING PERSONNEL FROM OWNING TO SERVICING

3% JICAYS Main Screen - Netscape — = =]
File Edit WView Go Communicator Help
- e EC P SO Y S B T HHI
Back. Farnward Reload Home Search  Metscape Print Security Shop Stop:
J'Bookmalks \!& Netsite:|https://ipasapp.osd.miIz’JF'ASfsewletsz’c:om.eds.ipas.client.servlets.JF'ASChooseF!oIeServlet ;l ﬁl'wmrs Felated
ﬁlnstantMessage “wiebbd ail Calendar Fi adio FPeople Yelow Pages Diownload Customize:
Perseon Categeries: =
Records 1 - 50 of 1910, Page 1 of 39
12343678910 1112 13 14 15 16 17 18 19 70 ... Hext Last
Sort By: ILast Mame VI @& Ascending € Descending  Sort |
Find Last Mame: | Find |
Relationship Remove B
Civilian MIS HQ Owming - -
Employee
prtan NIS H Craning - [
mployee
Civilian MIS HQ Owming - -
Employee
Civilian MIS HQ Crwning - -
Employee
Civilian .
MIS HG O - [
Tutorial Employee wning
Logout Civilian WIS HO Ownin - -
Employee 9
4, Chvilian NIS HQ Crwning - [
Employees
201-35-9730 ADAMS, NORRIS & Crilian MIS HQ Owning - - -

|D0cument : Done

St ~ |
iistart”J = BEE B> PR ”lJ Inbox-MicrUsU...I B IPAS Gateway I [ Microsoft: PDWE...II@JEA?S Main S... |@5@%E 11:25 aM

1. Click on the PSM Net link.

2. Place an “x” i1n the “Change” box.
affiliation from Owning to Servicing.

This will change the

IT the system will not allow you to change from “servicing”
to “owning”, a “Reason” box will pop up. Click on the rea-
son box to determine the SMO that has ownership so that you
can contact them and request that they out-process the
individual from their ownership.

Important Note: You may have only one Non-SCl SMO and one

SCI-SMO Owning relationship, however, you may have numerous
servicing relationships.
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PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

POPULATING YOUR PSM NET

=& x|

I-EIJ JCAYS Main Screen - Netscape
.« File Edit ¥iew Go Bookmarks Tools ‘Window Help |

@ Q @ Q Q | % https:jijpasapp. osd. mil JPAS)servietsfcom. eds. jpas . client. servle | [0\ Search ] ‘:go g
A._. 8 4% Home [My] petscape firch ’(’ﬁ shop | E3Bookmarks
1 ICAVS Maintain PSM Net
2_’

: 632856 - MIS HQ, Level B Select SMO |

" Person Categories by Organization  Person Categories by SSN

ID

Select Person
View Security Mans: Aufd

Create/Modify Visit p Cat jes by O izati
Notifications erson Categories by Organization

£l
Reports Remaove I AI_|

| PSMNet —<3

Home Person Categories:

Change Password |l Sy ] Name | Relationship

Change Category L|

-

Tutorial
Stoc

Logout
Eool SANVE | CANCEL |
Sear
Budt
Shor Motice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved
Tod: 1]l | | through this system. Disclosure of information is governed by Title 5, United States Code, Section

| ==&

(] B 2 & E] |D0cument Done (3672 secs)

,ﬁStart”J ] & S & || SEvents - Netsc.. .||@J|:Jw5 Main S... (_JIPAS | ElMicrosort powe..| [l BTS00 sisem

1. On the Main Menu, click on PSM Net link. The “JCAVS
Maintain PSM Net” screen appears.

2. Click on the “Person Categories by Organization” but-
ton.
3. Click on the “Add” link. The ““PSM Net Add Organization

Person Categories™ screen appears.

13-4



PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

POPULATING YOUR PSM NET

7 ICAYS Main Screen - Netscape — &) =i

File Edit View Go Communicator Help

< @ A &4 = M~ = oa @ g

Back Fosard  Reload Home Search pe  Frint Security Shop Stop
w§ " Bookmaks M Metsite |https: /ipasapp2. asd mil /servlets/com.eds jpas.client. servlets JPAS ChooseRaleS erviet = | @507 what's Related

B Instant Message  [H] webhdai Calendar F Peopls Yelow Pages Download Customize.
: 7 PSM Net R Prganization Person Categories

SMO: 632854 - NCIS, Leve)

*Relationship: & Owning ¢ Servicing

Select Person

View SMO *Organization: Select Organization
CreateModify Visit

Hatifications b Eligibility: =

Reports b I =]

PSM Het Occupation Code: |
Home

Chg Password Access Type: b

Chg CategoryLevel
Tutorial

Looout Search

Search Result for:

. sse | MName _____________J ______________ Category _____________| Add]

AoD | ADD ALL | CANCEL |

Motice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives

[Document: Dane I e e o N Y

;Qstartllj [ 1PAS Gateway - Netscape | [B]PSM NET.pub - Microsoft ... | [l JPas Acceptance Screen ... ||ﬁ]cnvs Main Screen - M. |J o B FS PR > Gl sz am

1. Click on the :Owning or Servicing” radio button next
to the “Relationship” radio button.

2. Click on the “Select Organization” button. The
“Organization Search” screen is displayed.
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PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

POPULATING YOUR PSM NET

— (&

3% JCAVS Main Screen - Netscape

Fie Edft Yiew Go Communicater Help
i - = @ A - =% @ & g
: Home  Search MNetscape  Frint  Secun

Back Foryard  Reload Shop Stog

% wi# " Bookmarks B Metsite: [https: Ajpasapp2 osd mil JPAS fserviets/com eds.jpas tserviets.)PaS ChooseRoleServlet =] @07 what's Related
| B insta [B) wwrebhdail Calendar Radio People “vellow Pages Download Customize.

7 Organization Search

Selected Organization: |G —
REMOWE
Select Person

View SMO

Create/Modify Visit

Motifications b o, N N

REDOIS » 1 ation's Service/Agency: [Mavy =
“Enter Se'arch Criteria (include an * for wildcarding):

Organization Name: |

. 4 Organization Location: |
Logout Organization UIC/RUC/PASCODE/CAGE: [63295~
I_lb SERREH

Select Organization Search Results:

Ok CAMCEL I

Motice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclasure of information is
d by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable serice directives

governe
[Becumenl t: Done gk i E=] et
istart | | [Stobox - Microsoft outlock | [ 1PAS Gateway - Netscape | [Facavs main Screen - N BPSM Net.doc - Microsoft .. | || ) BR FF BX 7 [S@mT%  rzoam

1. From the “Organization’s Service/Agency” drop-down list,
select the appropriate service, e g. Navy or Marine.

2. Type in the search data (e.g. Organization Name -
NAVSEA*, For Location — Washington* or UIC/RUC/PASCODE -
code N63321*. All units with an “Organization/Unit Name/
Location/UIC” matching the query now appear in the “Select
Organization Search Results” drop-down window.

3. Click “Search”.
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PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

POPULATING YOUR PSM

Netscape

NET

Fil=  Edit So  Communicator  Help
5 - (ol =1 = (= 3
Back Forward  Reload Home Search  Metscape  Print Security Shop Stop

wuf " Bookmarks &

Metsite: [Https://ipasapp2. osd. mildd PAS /servists/com. eds.ipas. client servists d PASChooseRoleS srvist

= @07 Wwhat's Rielated

<2 Instant Message

[= “wiebhdail

Calendar Fiadic People Yellow: Pages

Download Customize..

Select Person
View SMO
CreateModify Visit
Notifications »
Reports »

PSM Net

Home

Chg Password

Chg Categoryid evel
Tutorial

Logout

7 Organization Search

Selectod Organization: | —
REMOWE

Search:

~Organization’s Service/Agency: [MHavy

“Enter Search Criteria (include an = for wildcarding):

Organization Name:

Organization Location: |

Organization UIC/RUC/PASCODE/CAGE: [63295~

sEarcH |

Select Organization Search Results:

Records 1 -1 of 1, Page 1 of 1

UIC/RUC/PASCODE/CAGE

63295 MROTC REMNSSELAER POLY MY TROY
(=] I CAMNCEL I
— | Notid Under the Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is =
[B== [Documd} e E e e 5
i stare || | [Slmbox - Microsoft o | EEoras cateway - Metscape  |[ERICAVS Main Screen - N Pt Net.doc - microsort .. | || ] BE FE BS US43 %&  7i2zam

The “PSM Net Add Organization Person Categories”
screen returns with the organization name appearing iIn
the Organization field.

1. If this is the correct SMO, click on it.

CA¥S Main Screen - Netscape

File Edit view Go Communicator Help

== =]

X - E =3 =) EE
Back  Fonwad  Feload  Fome  Search  Nelscape  Frnt  Securty  Shop Siom
wu " Bookmarks M Metsite: [hitps //ipasapp2.osd. miAIPAS /serists com. eds. ipas. chent. servists JPAS ChooseH oles ervist —] @ what's Related
2 Instant Message w/ebhdail Calendar Radic Poapls ellow Pages Download B

2l PSM Net Add Organization Person Categories

SMO: 632854 - NCIS, Level 4

cat Eligibilinge: | =
Reports b
PSM Net Occupation Code: |
Home
Chg Password Access Type: 1
Chg Categornyi_ewvel
Tutorial
Search
Search Result for:
L MName ] | sdd ]
=T | ADD ALl | canceEL |

1.

“Relationship:

~Organization:

& Owning ¢ Sericing
63205 - NROTC RENSSELAER POLY MY

Select Organization

A

MNotice: Underthe

governed by Title 5. United States Code, Section 5

Privacy Act of 1974, you mus

Click on the “Add” button.

The “PSM Net Add Organiza-

feguard personnel infarmation retrieved through this system. Disclosure of information is
ublic Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives

tion Person Categories” screen refreshes, see the next

page.




PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

JCAYS Main Screen - Netscape .=
File Edit “iew Go Communicabor Help
oW v A A . m S A @ @ II
i Back Farward Reload Hame Search Metzcape Print Security Shop Stop
w!' Bookmarks J‘ Metsite: Ihttps://ipasappZ.Dsd mil/AJPAS fservlets/com. eds. jpas.client. serviets.) PAS ChooseR aleS ervlst ;I @'W’hat's Related

A& Instant Message \webhail Calendar Radio Peapls “ellow Pages Download Customize

1 PSM Net Add Organization Person Categories

SMO: 632854 - NCIS, Level 4

@ Owning © Servicing
*Organization: b3285 - NROTC RENSSELAER POLY MY

ty: | =
Reports ¥
PSM Net Occupation Code: I

Home
Chg Password Access Type: I :I'
Chyg CategoryiLevel

Search |

Select Person Relationship:

View SMO
Create Modify Visit
Hotifications + Elig

Select Organization

Tutorial
Logout
Search Result for: 63295 - NROTC RENSSELAER POLY NY, Owning
Records 1 - 50 of 151, Page 1 of 4

Sort/Find By: ILasl Mame 'I

Find: |

@ Ascending © Descending  Sort

Find

Officer Candidate
Officer Candidate
Officer Candidate
Active Duty

Officer Candidate

| ssw ] 000000 Mame ] Category ] Add]

aaoaqa

|Document: Done

S =

B A
Eastart”J (] Inbax - Microsoft Outlook | §E% JPAS Gabeway - Netscape I R JCAYS Main Screen - N... B PSM Net doc - Microsaft ... |J o ER ES R S i nesam

This is how you successfully

pull person categories.

=i

o]

=1 @51 whars Rolaea

Officer Candidate

17

7171377000371337373010

ADD ALl | canceL |
Uridor s Brivacy Aol of 1974, yon minsl solbauurd porsonmel inforrnalion rotisved throuah thic_ syotorn. D
" S i b erinn BEme M RS an S 1 anr Bann 1150 A e apn

I — |
(7= = [

iy seace ||| ESltanos - micee

FOU P RIak . A = MicrosokE

| S wean Gntemny - tintscone | [ SCAWS mimn Sorom N

|| ot BEE ETE PR~ |omaf B il sie=mam

1.You can either Click on the box to “Add” an individual

person categories or

2. Click “Add All”.



PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

REVIEWING THE ORGANIZATIONS IN YOUR PSM NET

ICAYS Main Screen - Netscape

= e |

e Edit  WView Go  Commuonicator  Help
- . A g = = 9 B @
Back Forward  Fieload Home Search  Metscape  Print Securty  Shop Stop
¥ " Bookmarks M Metsite: Ihtlps #lipasapp2 osd. milAPAS fservlets /oom. eds.jpas. client servlets JPASChooseR oleServlet =1 G wWhat's Related
2 Instant Message  [E webMail Calendar Fadio Yelow Pages Download Customize:

71 JCAVS Maintain PSM Net —

“SMO: B32854 - MNCIS, Level 4 Select SMO I

Select Person 7 Person Categories b - - " Person Categories by SSN

Yiew SMO

Create Modify Visit Add I o
Hotifications " = =
e Person Categories by Organization

PSM Het T ——
Home

Chg Password
Chg Categoryievel
Tutorial
Logout

People

Person Categories:
Records 1 - 50 of 2298, Page 1 of 46
12345678910 11 12 13 14 15 16 17 18 19 20 MHext Last

Sort'Find By: ILasI Mame VI @ Ascending ¢ Descending Sort

Find: | Find |
Helationship

Civilian MAVAL CRIMINAL

Employees INVESTIGATIVE S Crwming = =

philian AV RIMINWS ERY Craming [ [
mployee

Active Duty MAVCRIMINYS ERY Owning - -

Ciwilian MNAVCRIMINYSERY Owning r [l

Employee

Chvilian AV RIMINWS ERY Craming [ [

Employee

Cvilian MAWCRIMINVSERY Owning [ [

Employee

|[Document: Done

=HE

;gstartl“ [ 3pAS Gateway - Netscape | [E]PSM MET.pub - Microsoft ... | FEIPAS Acceptance Screen ”W |J HEEFS R (=g ‘zu M
1. Click the “Remove” button. The “PSM Net Organization
List” screen appears. See below.

347 JCAWS Main Screen - Netscape e

File Edit  Wview Go Communicator  Help
- i A s 3 = =5 = =3 f 3 .
Back Forward Feload Home Search Metscape Print Security Shop Stop
¥ " Bookmarks M Netsite: [https: /ripasapp2 osd. mil A PAS /servets com. eds. ipas. client servsts JPASChooseR oleS srviet ~| &7 What's Related

“webidail Calendar Fadio People Tellow Pages Download Customize.
A PSM Met Organization List =

& Instant Message

SMO: 532854 - NCIS, Level 4

Recaords 1 - 50 of 70, Page 1 of 2

Select Person 12 Hext Last

girz‘:‘:m‘;mfyvﬁ“ SortFind By: [UIC ~] = ascending ¢ Descending Sort

S Find: | Find |

PSM Het |

Home vora

Chg Categonyil euel TN (TN 5 -

I:‘;-::I o011 DM 2 -
00015 OMIWASHINGTON DC 1 -
00061 COMUSMAWEUR 1 -
003711EH MWVSS-371 MWSGE-37 3RO MAWS 1 -
01027145 MW HS-1 1 -
011G MR VOLTRAUNIT 0111 1 -
02301091 HEADQUARTERS BATTALION 1 -
02401052 HQ S@DR 1 -
08CHI- SYTEX, INC 1 -
OCRU7-| CUBIC APPLICATIONS, INC 1 -
11001121 HEADQUARTERS BATTALION 1 -
1EaE-| KASEMAN CORPORATION 1 -
1RTCA-L o INTERBATIONAL INWESTIC — =

=1 [Becument: Bone =

listare || | B opas sateway - Netscape | [EIPSM NET.pub - Micresort ... | BaPas Acceptance sereen ... |[ERocAvs mam screen - ma| || 0 BE B3 FS > g@iﬂ@a “an
The above i1s a listing of organizations (UIC) that you have
in your PSM Net.

1. You may remove an organization by clicking on the
“remove” box. 13-9



PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

ADDING AN INDIVIDUAL INTO YOUR PSM NET

EEI:'JJE.H'US Main Screen - Mektscape _ |5'|i|
.« File  Edit Wiew Go  Bookmarks Tools  Window  Help

@ O @ Q Q | % https:jfjpasapp.osd.milj JPASiserviets/com.eds. jpas. cliant, servid I [Q search ] ‘:i_ga @

= 4% Home [M¥] Metscape G%Search '& shop | E3Bookmarks

1 JCAVS Maintain PSM Net

FSMO: 532856 - MIS [0, Level B Select SMO I <i |
3 N
Select Person " Person CategoNes by Organization = Person Categories by SSH

View Security Man;: Add
Create/Modify Visit

Notifications Person Categories by Organization

Reports Remove |

PESM Net
Home Person Categories:

Change Password [____Name | Relationship

Change Categorny L|

S

Tutorial

Coqous SAVE | CAMCEL |

Motice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved
through this systern. Disclosure of information is governed by Title 5, United States Code, Section

] [B A EEF E1 | Document: Done [2.547 secs) [ [ == | &

@start”J T & S | FShEvents - Metsc.. .”@Jcnvs Main 5... ‘IPAS | [Elvicrost Pawe...| |le BTS2l sisPm

1. On the Main Menu, click on “PSM Net”. The JCAVS Maintain
PSM Net screen appears.

2. Click on the “Person Categories by SSN” radio button.

3. Click on the “Add” button. The PSM Net Add Person
Categories screen appears.
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PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

ADDING AN INDIVIDUAL INTO YOUR PSM NET

3 ICAYS Main Screen - Netscape & x|
Flle Edit View Go Communicator Help

1w o A e ms QB 3 ]
j w# " Bookmarks M Netsite: [hitps: /7204 230 206 200/ PAS /serviets/com eds jpas. client.servlets JPASChooseRoleS ervet =] @17 what's Related

H wiehMail Calendar Radio People ‘ellow Pages Durioad Customize. ..
j PSM Net Add Person Categories

SMO: BOO1 - SPECIAL OPERATIONS COMMARND, HQ,%\ 2

*Relationship: © Owning ¢ Servicing QI_I
“SSM: |
Last Name: I
Search I < 3 |
~N

Search Result:

| ss8 _J ______HName ]  Categoy | Omanization ] Add |
=4

Change
A 1 Active Duty 0089 SECURITY FORCES SQ
Tutorial

Logout
4 SAVE I CAMNCEL I

Notice: Underthsl lacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 33-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives.

Sl % o FEOSE

|Document: Done

1. Select the appropriate “Owning” or “Servicing” radio
button next to Relationship.

2. Enter the SSN of the person in the SSN text box.

3. Click “Search”.
4 _The screen refreshes and populates with data pertaining
to the selected SSN.
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PERSONNEL SECURITY MANAGEMENT NEWTORK (PSM NET)

ADDING AN INDIVIDUAL INTO YOUR PSM NET

=18lx]

3 ICAYS Main Screen - Netscape

File Edit Wiew Go Communicator  Help

T4 ¥ B D e @ S A O @

Back  Fouad  Relad  Home  Seach  Metecape  Print Secuiy  Shop Stop
=] @7 what's Rislated

2| s Bookmarks i Metsite: [hips:/ipasapp2. osd miliJPAS /servlets/com.eds. ipas.client serviets.JPAS ChooseRoleServiet
I B instant Message  [E] wwishhdail Calendat Radio People [E Yellow Pages Download Customize

7] PSM Net Add Person Categories

SMO: 632854 - NCIS, Level 4

“Relationship: ™ Owning " Servicing
“SSN: i

Last Name: |

Search

Search Result:

Chg Password -m-
Chy Categoryl e Active Duty COMMNAVSPECYWARCOM

Tutorial

Logout Active Duty W 41 Reason
_savE | CANCEL <:I

MNotice: Under the Privacy Act of 1974, you must safequard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDOJBI00.11, DoDR 5400 11-R and the applicable serice dirctives

[ == |Docament: Dene

ﬂstart”j [B]13. PSMNET.pub - Micro.. | FB A5 Gateway - Netscape ”E&JE“S Main Screen - .. | FGICAYS Mainkain PSM et . |J B RS R ”|§4j @@Qﬂ 1:47 PM

1. Click the “Add” box and click “SAVE”. The Add column
now displays a Reason button.

2. Click “Cancel”. The JCAVS Maintain PSM Net screen
reappears with the new relationship reflected in the
Person Categories section of the screen.
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IN-PROCESS AN

JCAYS Main Screen - Netscape

INDIVIDUAL INTO

YOUR SMO

le Edit Wiew Go Communicator  Help
- 4 2 [ o 8 @ ¢
Back Farwand Reload Home Search  Metscape Frint Security Shop Stop
wt T Bookmarks M Metsite: |https:.-".-"ipasapp. ozd.mil A PAS /serviets/com. eds. ipas. client. serviets JPAS ChooseRoleS erviet ;l @)™ what's Related
ﬁ Inztant Meszage ‘wiebbd ail Radio People ellow Pages Download Cugtomize. ..
7 Select Person =
“SSN: | 2
Last Name: I
First Name: I
Middle Name: |
Hotifications
Reports Display Person Summany:
PSM Het Display abbrev. Person Summary with VISIT Info: ©
Home Display Add/Modify Mon-DoD Person:
Display SlI:
Tutorial DISPLAY | CLEAR -
Logout
3

|Ducument i Done

=l e
:istart”J ) B% B3 BX || EBoras cate... | Eapas chan.. ”ﬁxnvs Mai... ‘dIPas Frese...| [Emicrosoft p... |
1. Click “Select Person”
2. Type iIn SSN.

3. Click “Display”

G B zia9Fm

CA¥S Main Screen - Netscape — ==l
File Edit Yiew Go Communicator Help
|- : Ees S & = =
Back  Fowad  Reload  Home  Search  Metssaps  Frint Secuily  Shop Stop
22 Instant Message “wlebhdail Calendar R adio Feople Velow Pages Customize.
w " Bockmarks M Metsite: Ihtlps 2ipasapp.dsis. dod. mil AIPAS fservlets/com. eds jpas. client serviets JPAS ChaoseRi aleS erviet B3| GE1™ What's Related

Child Care: MN/A,

Seasonal Employee (USAF) o IT: M/,

Public Trust: M/A

Child Care: MN/A

Select Person
View SMO

Create Modify Visit
Notifications »
Reports »

Person Category Information

Category Classification:

Cantractar

PSM Net Organization:

1W3ED-1, NORTHROP GRUMMAN DEFENSE MISSI, 5182 POTOMAC DRIVE, KING GEORGE, WA, 22485

20056 08 27

Manage Invest Rasts
Home

Chg Password

Chg Category/Level
Tutor

Logout

Organization Status:
Occupation Code:
SCI SMO:

Non-SCl SMO:
Servicing SMO:
Office Symbol:
Position Code:
Arrival Date:

Office Phone Comm:
Separation Status:
Interim:

Secret, TERMINATED,

(RN Separation Date: 2005 09 27
I,

[WEEN

Yes

[ Grade: N/A

(LN PS: /A

LA RNLTD: M/A

[T Office Phone DSN: M/A
Facility Termingtion TAFMSD: M/A

(RN

A,
[REEN

Proj. Departure Date:
Proj. UIC/RUC/PAS CODE:
I/Out Process

1

Investigation Summary

MLC from OTHER, Opened: 2000 01 01 Closed 2001 01 01

Adjudication Summary

13 Collab CAF

PS5l Adjudication of NLC OTHER, Opened 2000 01 01,

Closed 2001 01 01, determined Eligibility of Secret on 2005 12

oo ol £ B T D o000 01 04 1 o001 N4 04 g 4 200E 173 =
[Decumnent: Done .
Mstart |J A 1nbox - Mic.. ||§§Jcmr5 Mai... Microsaft P... | S2Mandersa ... | [E]14. In-proc... H o EE BT PR 1 & 10:37 AM

1. Click “In/Out Process”
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IN-PROCESS AN INDIVIDUAL INTO YOUR SMO

ICAYS Main Screen - Netscape

File Edit View Go Communicatar Help
- f A A e =5 (= ¥ En
Back Formerd  Feload Home Search  Netscaps  Print S ecurity Shop Stop
22 Instant Message i ebid ail Calendar FRadio Feople “rellow Pages Download Customize.

¥ ~ Bookmarks Metsite: [https://ipasapp. dsis.dod. milAJPAS fserviets foom. eds. jpas.client serviets JPASChooseRoleS erviet ~ | &l what's Related

71 View/Modify InfOut =

Grade: 005 Category: Reserve - Officer (USM)
Seloct P Owning SCI SMO: M
elect Person i "
et Owening Non-SCI SMO: N/
Create Modify Visit
ati s b
Add New Relationship
Manage Invest Rgsts = SMO: 632852 - NCISHQ, Level 2 Select SMO_ |
Home - N - E—
Ch Password In Date: [2005 05 29 i
Chg Categonsl_evel i l—
ot Out Date: juze

Logout = Relationship:  Owning ¢ Servicing

Viewi/Modify Active Relationship(s)

MG 18946 NAVMARRESCEI\'\ ANACOSTLA, MD Level 6 2003 08 19 A Servicing Reason_|
| 2 > Save Cancel |
N ny oz =
5 == [Decument: Done Ty S = ) -
i#stare || | [Elricrosoft PowerPont - [3... |[EEICAvS Main screen - M. |l = B B B =] [Z<f B D 24oPm

1. Type the date, YYYY MM DD or use the calendar widget.
2. Click the radio button for “Owning” or “Servicing”.
3. Click “Save™.

JCAY¥S Main Screen - Netscape = e |
File Edit Wiew Go Communicator Help

< & A N = @ oS & @& @
Back  Forwad  Feload  Home  Seach  Metscape  Frint Secuity  Shop Stop
2 Instant Message “webid ail Calendar FRadio Feople “rellow Pages Download Customize...
i " Bockmarks M Metsite |hnps-//ipasapp dsis. dod. il AIPAS fserets/com_eds jpas. clientservlets ) PAS ChooseR oleS ervlst | G507 what's Related
Person Category Information =
Category Classification: h/a
Organization:B3285, 3285, 3285, 63285, DC, 20383
Organization Status: M/2,
Occupation Code:0132 Separation Date: M4,
e . SCI SMO: NCIS, Level 3, 2024336911/9637, jdrewery@ncis.navy.mil andfor pbeattie@nsis. navy. mil
iew SMO 1 Non-SCI SMO: MNCIS, Level 4, 2024339631, caborden@ncis. navy. mil
CreateModify Visit Servicing SMO: Yes
Motifications b Office Symbol: MTAC Grade: GG14
Reports b Position Code: N/& PS: Critical Sensitive
e st Rt Arrival Date: M/A, RNLTD: M/,
e Office Phone Comm:202 (433 ) 2942 Office Phone DSMN: 258
Chg Password Separation Status: M/A TAFMSD: MAA,
Chg CategoryiLevel Interim: i, Proj. Departure Date: M/A
Tutorial Proj. UIC/RUC/PASCODE: MN/A,
Logout Report Incident In/Out Process
Remarks
Suspense Data Investigation Request
Investigation Summary Investigation History
SBPR from OPM, Opened: Closed 2001 03 06
SBPR from Unknown, Opened: Closed 1295 05 11

Adjudication Summary Adjudication History
PSI Adjudication of SBPR OPK, Opened |, Closed 2001 09 06, deterrmined Eligibility of SCI - DCID 644 on

2001 10 15 DaMCAF

PS1 Adjudication of SEPR OPK, Opened |, Closed 2001 09 06, determined Eligibility of SCI - DCID 674 on

2001 10 15 DaMCAF

External Interfaces
Perform Sll Search Dci

|
(& ==| |[Document: Done e Jde @AF 3] N4
gstart || | Elinbox - vic... |[FRIcavs mat. Baccess sus... | s4RE: LDRK, .| (TPlease inse.., | Bwindowsm..| || A RS KB @ & [E3%GT5 sz

1. The non-SCI SMO now appears.

All individuals within your PSM Net must have an annotation as
shown above or you will not get the hyperlinks to input
information nor will you be able to communicate with the DON
CAF.

14-2



HOW TO RECORD THE NON DISCLOSURE AGREEMENT
(SF-312)

ICAYS Main Screen - Netscape == x|

File Edit WView Go Communicator Help

- @ A 4 2 @ =S A @ g

Back  Fooesrd Relnsd  Home  Sesrch Metsosps  Prnt Secuity  Shep Stop

A& Instant Messags “webhd ail Calendar Radio Psopls “Yellow Pages Dawnload Custorizs
wf " Bockmaks A Metsite [htips.  fipasapp. dsiz. dod. milAJPAS /serviets/com. eds.jpas client. servlets JPAS ChooseRoleS erviet =] @17 what's Related

4 Person Summary

lian Employes (SECDEF) =

Date of Birth: 1960 07 05
Select Person Open Investigation: Marital Status: MN/&
Wiew SMO . c
Create Modity Visit PSQ S?nl Date: MA& Pla[ie. of Elr?h. Plé )
Notifications b Attestation Date: MNi& Citizenship: LL5. Citizen
Incident Report: M#& HdA Signed: Mo
SF 713 Fin Consent Date: MN/& HdS Signed: Mo
ManauRlestRaEt SF 714 Fin Disclosure Date: N/
Home
Chg Password Polygraph: Mia
Chyg CategoryiLevel A =
Tutorial Foreign Relation: H‘ 1
Logout
Accesses

Civilian Employee (SECDEF) Mo IT: M7A

Public Trust: MN/A

Child Care: MN/A

Person Category Information
Category Classification: MN/A
Organization: 05D Staff, OSD STAFF, , -
T AP E3)

S, | BB REOS e  SOhan sem

|Docurent: Done

igstart”J [E% scavs Main 5... [E]Microsait Pawe. .| [E]inbox - Microso...
1. No NdA date reflected.
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HOW TO RECORD THE NON DISCLOSURE
(SF-312)

AGREEMENT

3 ICAVS Main Screen - Netscape - 1= x|
File Edt Wiew Go Communicator Help
- @ a4 = = a4 B @
Back Fonward — Reload Home Search  Metscape Print Security Shop Stop;
b ﬁlnslantMessage “we'ebibd ail Calendar Radio People Telow Pages Download Customize..
v,,.!vBaokmarks \)& Nelslte:Ihttps:/a‘masapp.dsls.dod.mllfJF'AS/sewlels.fcom.eds ipas.client.servlets JPAS ChooseRoleS ervlst LI ﬁl'what‘s Related

Person Category IClwllan Emplayes (USN) LI

SSNi
Open Investigation: MN/A
PS50 Sent Date: MN/A
Attestation Date: MN/4&
Incident Report: N/&
SF 713 Fin Consent Date: M/A
SF 714 Fin Disclosure Date: MN/A

Polygraph: MN/A

Foreign Relation: IN;A 3:

PSQ Sent
Non-SCl Access History

Select Person
View SMO
CreateModify Visit
Hotifications F
Reports F

PSM Het

Manage Invest Rgsts
Home

Chg Password

Chg Category/Level
Tutorial

Logout

Date of Birth: 1975 07 13
Marital Status: M/A
Place of Birth: South Korea
Citizenship: U.5. Citizen
NdA Signed:
NdS Signed: NQO

Request to Research/Upgrade Eligibility

HNdA History

Accesses

e utegoy | Psp | Sutabiity ans Tustwortines

Suitability and Trustworthiness

Civilian Employee (USN) Mo IT: MAA
Public Trust: M/A,
Child Care: M/A,

A\rallahle Actions

Indoctrinate Hon-SCI

Person Category Infoermation

Category Classification: MNrs,
Organization: 63285, 63285, 63285, 63285, DC, 20388

Organization Status: N/,

O fom Codao- 1201

< iom Dato: bl

|Document: Done

S =p=
ifistart ||| [BE 3cAvs Main ... Bwindows Media,.. | [E]Microscft Powe. .| [finbos - Microso. .

The "Indoctrinate” link allows the user to

| HERERKE S e

|54] %Q@E 12:51 FM

record

information on an individual Personal Summary for Non-SCI

Access.
ment, NdA (SF-189, SF-189A or SF-312) date
assigned, another screen appears requiring

IT a Classified Information Non-Disclosure Agree-

has not been
the user to type

the NdA date before proceeding to the "Indoctrinate Non-SCI"

screen.

Click “Select Person”. The "Select Person"
On the "'Select Person' screen,
individual to indoctrinate and verify that
radio button is selected. Click “DISPLAY”.
mary' screen is displayed.

screen appears.

type the SSN of the

the appropriate
The "Person Sum-

1. Click Indoctrinate on the "Person Summary' screen under

the Non-SCl Access section.
cess' screen appears.

15-2
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HOW TO RECORD THE NON DISCLOSURE AGREEMENT

(SF-312)

ICAY¥S Main Screen - Netscape =& x|
File Edit Wiew Go Communicator Help
i X - S = B o= @ @ F
Back  Fowed  Reload  Home  Search  Metscape  Prink Securty  Shop Stop
E B instant Message  [Ell wiebMail [B Calendar Radic People (B vellow Pages Deownload Custamize.
% i " Bookmarks \& Metsite: Ihttps /fipasappZ.osd. milAJPAS /zerviets /com. eds.jpas. client. servlets. ) PéS ChooseRoleServiet =] G what's Related

7 Indoctrinate Non-SCIl Access

rade: G509

Category: Civilian Ergloyes

=An NdA was signed on:
An attestation was conducted on:

= 1

Slop

NATO
Reports >

PSM Net

Home

Chy Password

Chy CategoryiLevel
Tutarial

Logout

Confidential:
Secret:2004 10 27

Save

Nuclear

Attestation: =

Cancel

=

Motice:

Under the Privacy Act of 1974, you must safeguard persennel infarmation retrieved through this system, Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable senice directives

Ll |
E1E=

[Document: Done

histart || . | EEpas ceteway - Netscape | [FH 3cAavS Main Screen - M.
1. 1If the "Indoctrinate Non-SCI
an NdA is required, type the date,
signed.

Screen - Netscape

[E5] Microsoft PowerPaint - [1.

H.ﬂ‘iﬁﬁSK ”lm

Access'" screen shows that
(YYYY,MM,DD) it was

_18 x|

Edit ew  Go  Communicator  Help
- z -
Back  Fuwad  Reload  Home  Search  Netscape  Print Security  Shop Stop
& Instant Message ‘wiebbail  [E) Calendar Badic  [E People  [E] Vellow Pages Download Custormize
s client servists JFAS ChooseR oleServiet =] @7 What's Related
Person Category Civilian Employee (USN) =
ss Date of Birt: 1950 05 0z
Open Investigation: Marital Status: N/A
PSQ Sent Date: M/A 2N
Select Person Attestation Date: 2004 03 16 : U.S. Citizen 1 1
View SMO . )
CraataMadity Visit Incident Report: M2, i Yes |
SF 713 Fin Consent Date: M/A NdS Signed: Yes

SF 714 Fin Disclosure Date: MN/A
Polygraph: M/
A,

Manage Invest Rysts|
Home

Chy Password

Chy Category/Level
Tutorial

Foreign Relation:

PSQ Sent
Non_SCl Access History

Logout

Request to Research/Upgrade Elig ity

NdA History

Accesses

[ Cotegoy | usaccess |

Civilian Employee (USH) Top Secret IT:

Ch

Public Trust: M/A

Care: MN/A,

Debrief Hon-SCI

Person Category Information

Categery Classification: [/4
Organization: 63285, 53286, 3265, 63285 DC, 20395

|Decument: Done

R start |J [l inbece - mic.... || B 3cavs m. {czh]

access sus... | EARE: LCOR K.. | TIPlease inse. | B windows 1 |

B Tel HE D] a2
= 5T szoam

IHEERE S &

1. NdA date is entered into the system.
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GRANTING COMMAND ACCESS

+'-L IJCAYS Main Screen - Netscape - |5I 1'

Edit Yiew Go Communicator Help

T3 2 A @ 2 @ 3 B8 O @

Back Farward Reload Home Search  MNetzcape Print Security Shop Stop.
H é%\nslanlMessags WebMaiI Calendar Radio People YE”UWPEQES Download Customize. ..

J " Bookmarks k/com. eds.jpas. client. servlets JPAS ChooseRoleS ervist ;I @7 what's Related

| Civilian Employee (USN) =]
SSN_ Date of Birth: 1960 06 02

Person Category

Open Investigation: M/A Marital Status: N/A
PSQ Sent Date: h/A Place of Birth: /A

Select Person Attestation Date: 2004 03 15 Citizenship: 1.5, Citizen
G D) Incident Report: M/A HdA Signed: Yes
CreateModify Visit . A
Notifications F SF 713 Fin Consent Date: N/A NdS Signed: Yes
Reports » SF 714 Fin Disclosure Date: MN/A
2GS Polygraph: N/A

Manage Invest Rists

Home Foreign Relation: Lol
Chy Password 9 - -

?IR(J (E:G:E.(JUW-'LEVEI PS50 Sent Request to Research/Upgrade Eligibili ||
] Non-SCl Access History
Logout HdA History

Accesses

Civilian Employee {USH) Top Secret Mo 1T MAA Yes Indoctrinate Hon-SCI
Public Trust: M/AA Debrief Hon SCI
Child Care: M/A

Person Category Information

Category Classification: N/A
Organization: 63285, 63285, 63285, 532585, DC, 20355
[Bocument: Done Sle s B2 Fm 2|

Mstart|| | [Sfmbos - ... |[EEIcAvS Mal.. Baccess sus... | bARE: (DR K..| (PPleaseinse...| Bwindowst. | || AR SR O 5 & [Bd0QE0H sz
The "Indoctrinate™ link allows the user to record

information on an individual Personal Summary for Non-SCI
Access. IT a Classified Information Non-Disclosure Agree-
ment, NdA (SF-189, SF-189A or SF-312) date has not been as-
signed, another screen appears requiring the user to type

the NdA date before proceeding to the "Indoctrinate Non-SCI"
screen.

Click “Select Person”. The "Select Person' screen appears.
On the "Select Person™ screen, type the SSN of the
individual to indoctrinate and verify that the appropriate
radio button is selected. Click “DISPLAY”. The "‘Person Sum-
mary' screen is displayed.

1. Click “Indoctrinate Non-SCI” on the "Person Summary"
screen under the Non-SCl Access section. The "Indoctrinate
Non-SCl Access' screen appears.
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GRANTING COMMAND ACCESS

. JER A 3}
File Edit Wiew Go Communicator Help
I 4 =2 < a8 B8 ¢
i Back Fonward Feload Home Search  Metzcape Print Security Shop Stop
v W‘ 7 Bockmarks J“ Netsite:Ihttps:.-".-"ipasapp. ozd.mil/AJPAS /zerdets/com. eds. jpas. client. zervlets JPAS ChooszeR oleServlet ;I @'What's Related

ﬁlnstantMessage i ebibd ail Calendar Radio People rellow Pages Download Customize. ..

7 Indoctrinate Non-SCIl Access

-

Category: Civilian Employee

An NdA was signed on:2003 08 13

Select Person An attestation was conducted on:

View Securi

[ us T siop Nuclear
Attestation: [2003 05 13 1
Reports
PSM Net Confidential:| N
Home Secret:l

Top Secret:[2003 08 13

SAVE |

Tutorial
Logout

CAMNCEL |

o

-

A\
|D0cument: Done

;jStart”J ] B ES BR || BEwease.. | EYpasc... ||ﬁ]l:n:... yapaser... | [Elvic

Sl b AP E3 N2 |
roso...lﬁWebFor...l feCDEn, zisem

1. To enter the attestation date, type YYYY,MM,DD.

2. To enter the non-SCI command access (e.

g- Top Secret,

Secret or Confidential), as appropriate, type YYYY,MM,DD.

3. Click “SAVE™.

The next page will show you where the attestation and the

Command access are recorded.
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ICAYS Main Screen - Netscape

File Edit ‘iew Go Communicator  Help

GRANTING NATO ACCESS

< » A D 2 @ S 8B O @&

Back Farward FReload Home Search  Metzcape Print Security Shop Stop,
wlf " Bookmarks A Metsite: [kttps://ipasapp osd milZJPAS /serviets/oom eds jpas client servists JP&SChooseR olsServiet =] 57 What's Related
J% Instant Message “wiebhd ail LCalendar Fadio People rellow Pages Download Customize. ..

Reports
PSM Net
Home

Tutorial
Logout

7| Indoctrinate Non-SCIl Access —

Grade: G312 Category: Civilian Employee

An NdA was signed on:2003 05 13
An attestation was conducted on:

us SIOP Nuclear
Conﬁdential:l— (E nter date in
secree]  specific level
Cosmic Top Secret:l— when granting
NATO Confidential Atomat:| | 2CCESS =
HATO Secret Alumal:l—

. The level of access
Cosmic Top Secret Atomal:l .
will show up on the

SAVE | CANCEL | Person summary

Screen) _
|Document: Done '3 \ SR % a2 |
iastartllj o EE FR K || EBwasa... | B Pas C... | B = Y IPas Pr...I Microso...l ﬁWebFor...l LBy miz7 PM

1. Click on the gray “NATO” box.

2. Enter the date, YYYY,MM,DD and specific level you are
granting to NATO.

3. Click “Save”.
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GRANTING SI10P ACCESS

I!-_EiJPMS SECURITY MANAGEMENT HANDBOOK.doc - Microsoft Word = Iﬁ'lﬂ
JEiIe Edit Yiew Insert Format Tools Table Window Help ill
| @Headings - avial -z -|BrullEE=E=|s Elg-s-A-.

J = = | (] | &) & Favorites - | Go - | 5 | CAIPAS SECURITY MAMAGEMENT HANDBOOK, doc -

Ir]
all

; 2nllelx|
i =
. =] W bt Aot
- gg ilj Indoc’trlna‘le Nan SCI Acce
o Sh: &n Catagory: Resams
- - ?HM.TKJU;K
? Date e Canification e Dt Carification
: ' I o sees | =
o d [ = b
- sorx[ | = z::n lil S\ZI—_I
: : T 3 soen I ]
- Tutnsial S0P 5[ [ H SI0P 10:] [ | |
. pas SAVE CANCEL
: (Insert date for level assigned and choose
. Certificate from drop down — SIOP level will >
- appear on Person Summary Screen) E
il Metiee: unaer e oy et sesanngl infon o Wigemation is H

é[m EEEE]

JD[awv \\DO“|Q'£'£'EZ‘7—1§.67
[Page 32 Sec & Hf1zz [at Ly =] [REC | [TRE [ExT | [2¥R
;jstart”J B Fe B ”|J B pas cate. . | B acavs Mai... | MicrosoFtP...”JPAS SEC... FEDE  zzdrm

1. Click on the gray “SIOP” box for SIOP.

2. Enter the date, YYYY,MM,DD and specific levels you are
granting access to.

3. Click “Save”.
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GRANTING NUCLEAR ACCESS

+*;:— JCAYS Main Screen - Metscape = Iﬁllﬂ
File Edit “iew Go Communicator Help

| 2 @ 3 B/ o < a4 8 @&
i Back Fonward Feload Home Search  Metscape Print Security Shap Stap

' w‘ " Bookmarks J‘ Metzite: | https: /fjpazapp.ozd. mil JPAS /serviets /com. eds. jpas. client. serviets JPAS ChooseR oleS erviet j @ T Wwhat's B elated

ﬁlnstantl‘v‘lessage ‘wfebhd ail Calendar Fadio People ‘ellow Pages Download Customize. ..

7 Indoctrinate Non-SCI Access

-

Category: Civilian Employes

An NdA was signed on:2003 08 13
ttestation was lucted on:

Select Person An

£

View Securi

us SIOP

[—
| Muclear |

Reports

PSM Net
Home

RP Cuntrulled:l2003 03 14|
PRP Critical:l
Restricted Data:l

CNWDI:I
SIGMA 1B:|

0> o) ooy

|D0cument: Dane

;astart”J ] B S FR ”|J FRpas ... | BIpas C... ”ﬁjcnvs - IPAS Pr...| Microso...l FF% webFa | L{RmIEEY 3;23 M

Tutorial
Logout

L

1. Click on the gray “Nuclear” box.

2. Enter the date, YYYY,MM,DD and specific level, Controlled
or Critical you are granting access to.
3. Type a date, YYYY,MM,DD iIn “Restricted Data”.

4. Click “Save™.
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GRANTING COMMAND ACCESS

ILAVS Main Screen - Netscape -] 5'

File Edt “iew Go Communicator Help

<« »+ A 4 2 W < a4 @ F .I

Back Forward  Reload Home Search  Metscape  Print Security Shop Stop
ﬁ\nstantMessagE “wfebMail Calendar Radio People ‘Yellow Pages Download Customize.
J' Bookmarks \& Metsite: Ihttus.#iuasauu dsis.dod. milAJPAS /servlets/com. eds. jpas. client. servlets.JFAS ChooseRoleS ervet j @I'What's Related

Open Investigation: NA Marital Status: WA

PSQ Sent Date: N2 Place of Birth: N/A
Attestation Date: 2004 03 16 Citizenship: U.5. Citizen

Incident Report: M4 NdA Signed: Yes

SF 713 Fin Consent Date: N#A NdS Signed: Yes

SF 714 Fin Disclosure Date: MN/A

Select Person Polygraph: MNi2

View SMO

CreateModify Visit . L [NAA A

i — Foreign Relation: —

RERSD SCl Access History Request to Research/Upgrade Eligibility
Access Number

CEES NdA History

Manage Invest Rysts
Home

Chy Password

Chy Category/Level
Tutorial

Logout

Su ty and
Trustworthiness - Available Actions

Clwllan Employee Top Secret NATO G 1Tz NAA Indoctrinate Non-SC|
(USH)
Public Trust: N/A Tk Debrief Non-SCI
Child Care: N/A G Indoctrinate SCI
HCS Debhrief SCI
Access Number: Request SPA
[R5
Person Category Information
|Documant: Done
iﬁstartm Microsoft Pawe‘.‘l (L) Inbo: - Micmso.‘.l access SUSPEN.., | ﬁ]EAVS Main S... O L,'s] ‘5@ EQ@ M g504M

This record reflects (1) Top Secret U.S. access and (2) NATO
Confidential.
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HOW TO DETERMINE THE STATUS OF AN OPM INVESTIGATION

This procedure allows JCAVS users to determine whether an OPM
investigation is opened/scheduled or closed. This procedure
links the JCAVS user to OPM"s Security and Investigations In-
dex (SI1). This link fulfills the e-Government®"s e-Clearance
requirement to link all federal security clearance and
investigation data systems to form a single e-Government
security clearance and investigation data source.

37 ICAYS Main Screen - Netscape =l =]
File Edit wiew Go Communical kor  Help
- @ A X - = @ @ @ BN
] Back  Fowward  Reload  Home  Search  Metscape  Frint Secuity  Shop Stop
7| & Instant Message ‘wiebMail B Calendar Radio People ‘ellow Pages Download Customize.
bl J' Bookmarks Netslte'Ihttps'//masapp? asd.mil AJPAS fserets/com eds jpas. client servlets JPASChooseR aleS ervlet =] & What's Related

7| Select Person
Select Person

*8S8SN
“Last Name
View SMO

*Date of Birth: [1950 07 06 ]|
Create/Modify Visit

Motifications b Display Person Summary: ©

Reports » Display abbrev. Person Summary with VISIT Info: O

Fro Net Display Add/Modify Non-DoD Person: ©

Chy Password Display SllI: &

Chyg Category/Level

Tutorial

Logout Display I Clear

Motice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 23-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives

|[Document: Done

Eastart”J B SIGGIES FOR 26 NOY 04 ... | {3 ICAVS USER MAMUAL | Fi 1PAS Gateway - Netscape | B 1cavs Mai

|| ol BE B3 K > [ St 2D 1omen

From the Main Menu screen®s sidebar, click on Select Person.
The "'Select Person™ screen will appear.

1. Select the “Display SI11” radio button.
2. Type in the SSN, Last Name and date of birth, YYYY,MM,DD.

3. Click “Display”.
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HOW TO DETERMINE THE STATUS OF AN

2} ICAVS Main Screen - Microsoft Internet Explorer

File Edt “iew Favoites Toolz Help

OPM INVESTIGATION

e Back - = - (D 4 | Qi Seach [EFavoiles EhMedia <4 | Bh- Sh ol

Address I@j https: /fipazapp.dsiz. dod.mil A PAS /serviets/com. eds.jpas. client. servlets JPAS ChooseR oleServist

-] @6 |L\nks £

o -

Person Category Information

Category Classification: N/A

Organization Status: M/A
Qccupation Code: 0132

Select Person

Organization: 53235, 53285, 63285, 63285, DC, 20333

Separation Date: N/A

SCI SMO:MCIS, Level 3, 2024336911/9637 , jdreweryi@ncis.navy.mil and/or pbeattie@ncis. navy. mil
MNon-SCI SMO: MCIS, Level 4, 2024335631, caborden@ncis.navy. mil

Wiew SMO .

CreateModify Visit Servicing SMO: Yes

Notifications » Office Symbol: MTAC Grade: G714

Reports ¢ Position Code: MN/A PS: Critical Sensitive
PSM Net Arrival Date: MN/A RHLTD: N/~

Manage Invest Rists ¢ Office Phone Comm: 202 (433 ) 2942 Office Phone DSH: 255

Home Separation Status: M/A TAFMSD: N/A,

Chy Password
Chy Category/Level
Tutorial

Logout

Interim: M/A Proj. Departure Date: [N/A

Proj. WIC/RUC/PASCODE: /A
Report Incident In/Qut Process
Remarks

Suspense Data Investigation Request

Investigation Summary
SBPR frorn OPM, Opened: Closed 2001 02 06
SEPR from Unknown, Opened: Closed 1995 05 11

Investigation History

Adjudication Summary
PSI Adjudication of SEPR OPM, Opened |, Closed 2001 09 08, determined Eligibility of SCI- DCID B4 an
2001 10 15 DoMCAF

PSl Adjudication of SEPR OPM, Opened , Closed 2001 09 08, determined Eligibility of SCI- DCID 644 on
2001 10 15 DoMCAF

Adjudication History

External Interfaces
Perform Sll Search

=
L

]

[=1] 1A (4 intemet
iﬂStart”J £7ICAYS Main Screen ... (JIPAS Manual 2006 | [B] (Unsaved Publication) I » |54‘].%Q@ Y

1. If the individual is iIn your Personnel Security
Management Network (PSM Net), the OPM investigative data
will also be automatically displayed for you on the individ-
ual"s "Person Summary' screen.

learance — Netscape

| SR

1:58 PM

dit View Go Communicator Help

e <R == = = E 3
Back  Fomword  Reload  Home  Search  Netscaps  Print Security  Shop Stop
" Bookmarks A Metsite: [s:/ipasapp2. osd.milA PAS Jservists foom. eds. ipas clhent. servists LAV SH it K—ICavSeCisarancesil |~ @oll what's Aelated
o\ B Deerer D s ebriail Calendar Fadic Poople “ellow Pages Download B

7 e-Clearance

Requested Person Information
Last Nam.

<

Date of Birth: 1971 06 15

Sl Person Infermation
Name:,
State of Birth: N/A

SSM: M
Country of Birth: M/

Date of Birth: MaAs

Sl AKA Names

Sl Investigation Summary

SIl Clearance Summary

SIl Messages
MO RECORD OM S

crose |

MNotice: Under the Privacy Act of 1974, you rmust safeguard personnel information retrieved through this system. Disclosure of infarmation is governed by Title 5, United
States Code, Section 552a Public Law S3-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives

2. The "e-Clearance™ screen will appear. You may now view
the status of the investigation by scrolling down to the
"SIl Investigation Summary' box.
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REQUEST SECURITY CLEARANCE ELIGIBILITY DETERMINATION FROM
THE DON CAF

- ICAYS Main Screen - Netscape

— & <]
— 18] x|

JCAYS Main Screen
File Edit View Go 8 o —_
2 W2 2 2 2.
Back Forward Reload Home: Search  Metscape
A B nstant Message B webMail Calendar Fiadic People [ ‘Yellow Pages Dawvinload Customize...
w§ " Bookmaks A Netsite: |hitps: ¢ipasapp. dsis.dod milAJPAS /servets/com.eds.jpas. client. servists JPAS ChooseFaleS erviet ~| @07 What's Related

ANDERSON, JEFFREY & T
Person Category Civilian Employee (USN) 'I
SSN: 439-08-9533 Date of Birth: 1950 05 02
Open Investigation: N/A Marital Status: M/A
PSQ Sent Date: N/A Place of Birth: N/A
Select Person Attestation Date: 2004 03 16 Citizenship: U.5. Citizen
Vfiew SMO . ) N .
CreateModify Visit .Inclﬂent Report: h/A NdA S!gned. Yes
Motifications b SF 713 Fin Consent Date: N/A NdS Signed: Yes
Reports b SF 714 Fin Disclosure Date: MN/A
PSM Net
Manage Imrest Rgsts Polygraph: /A

Home . LA —I
Chy Password Foreign Relation: =

Cha Categonylevel PSQ Sent Request to Research/Upgrade Eligibili
utorial Mon-SCI Access History
Logout

HdA History

Accesses

Category Suil-abilily and Trus(wurlhiness Available Actions

Civilian Employee (USN) Top Secret IT: M Yes Indoctrinate Non-SCI
Public Trust: M/A Dehrief Hon-SCI
Child Care: M/,

Person Category Information

Category Classification: [N/A
Organization: B3285, B3285, B3285, 63285, DC, 20358 2

|Document: Done

R start |J Inbox-Mlc...I BB ICAYS Mai... sccess sus... | BARE: LR K...| TFPleass inse... | [Bwindows ... | |J o] BE BT R o= -} ‘5@ EQ@- £:20 AM

Click “Select Person” on the Main Menu. The *"Select Per-
son' screen appears. Type the SSN of the person whose
record you wish to view and verify that the appropriate
radio button i1s selected. Click “DISPLAY”. The "Person
Summary' screen is displayed.

1. Click on the “Request to Research/Upgrade Eligibil-
ity” (RRU) link.
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REQUEST SECURITY CLEARANCE ELIGIBILITY DETERMINATION FROM
THE DON CAF

+1.iv JCAYS Main Screen - Netscape = Iﬁ' |i|

File Edit View Go Communicator Help

1w & A B e M o= a B @ !ﬁl

o Back Forwand Reload Home Search  Metzcape Frink Security Shop Stop

v w‘ " Baokmarks \& M etsite: Ihttps:x’.-"ipasapp. ozd.mil AJPAS fzervletsdcom.eds. jpas. client. zervlets JPAS ChooseR oleS erviet LI ﬁl' ‘wWhat's Felated
ﬁ Instant Message i ebibd ail Calendar Figdin Feople ellovs Pages Download Customize. ..

-

SSN:

*UNCLASSIFIED Justification: {Please include the Requestor's DSN/Commercial phone numbers)

DCII reflects ZISBI PR of 12/12/2000 which was not =1
adjudicated by DON CAF - please adijiudicate

Notifications “Please select one of the following Adjudication Types

Reports ¥ Check to research this person’s eligibility

PSM Net

" Check to recentify this person’s current eligibility

Home

" Check to upgrade this person’s eligibility based on current investigation

Tutorial *Select the

Logout CAF to receive I M - DoMCAF VI

the request L

SAVE | CAMNCEL |

|Dacument: Dane S S R Vo B T B |

§a5tart|“ ) B BS BR 7| BEopass.. | ®wasc... |[EEacavs.. Cuwaser.. | EMicoso... | GLDEs  mnapm

1. You must type what you require in the “Unclassified
Justification” text box. Ensure you type your name, DSN and
commercial phone numbers and e-mail address.

2. Select the appropriate button to research, recertify, or
upgrade the selected person®s eligibility.

3. In the “Select the CAF to receive the request” pull down
box, select “DON CAF”. You will not be able to make another
request on this individual’s record until the DON CAF
responds to the first request. Ensure you do not send to
the iIncorrect CAF.

4. Click “Save”.
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JCAVS RECORD OF REQUEST FOR ELIGIBILITY

JCAVS Main Screen - Netscape
File Edit “iew Go Communicator Help

9 2 A 4 s = 4 B @
Back Forward  Reload Home Search  Metscape Print Security Shop Stop
J%InslantMEssaga WebMail Calendar R adio People “Vellow Pages Download Custamize
w!' Bookmarks A Nelsita:lhltps /fipazapp. dsis. dod. milAJPAS servists/com. eds. jpaz. client. serviets. JPAS ChooseR oleS erviet d @'What‘s Related

Cateqgory Classification: N/A
Organization: 09102301, HEADQUARTERS BATTALION, MCBH BCOX 63062, KANEQHE, HI, 00568633062
Organization Status: MN/&

Occupation Code: 1302 Separation Date: N/A
SCI SMO: N
Non-SCI SMO: CG MCB HAWAI, Level 5, 808 257-8546, salvador cruz@usme. mil, vincent. raiz@usrme. mil

Select Person Servicing SMO: Mo
View SMO Office Symhol: M/A Grade: 04
CreateModify Visit Position Code: M/ PS:M/A
Notifications b Arrival Date: M/4 RHLTD: M/A
popurs > Office Phone Comm: /A Office Phone DSN: RIiA
Manage Invest Rysts Separation Status: N/ TAFMSD: 1994 03 21
Home Interim: Interim Top Secret, 2004 11 04 Proj. Departure Date: MN/A
Chg Password Proj. WIC/RUC/PASCODE: 000
Chg Categoryievel Report Incident In/Qut Process

Tutorial
Logout

Investigation Summary
S5B frarm OPM, Opened: 2005 01 03 Claged 2006 01 10
MNAC from DSS, Opened: Closed 1994 05 13

Adjudication Summary

Pending PSI Adjudication of S5Bl OPM, Opened 2005 01 03, Closed 2006 01 10, DoNCAF

Pending Research Eligibility Requested 2006 01 13 from CG MCB HAVWAI DoMCAF

P31 Adjudication of NAC DSS, Opened | Closed 1924 06 13, determined Eligibility of Secret on 1994 07 08
DalCAF

External Interfaces

Perform Sil Search DCll
|Document: Done Sl km 22 @ 2|
#start Hlﬁﬁ]nnvs Main Screen ... |J T B RS K » B >R @ 1008 M

1. This is the JCAVS record reflecting that MCB Hawaii sub-
mitted a request for eligibility to the DON CAF.
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DON CAF RESPONSE TO A REQUEST FOR ELIGIBILITY

3cavs ain screen - e, 151 ]
File Edit View Go Caomm r Help

i ow W 4 - % a4 @ g N
i Back Farward F g Home Search Metzcape Print Security Shop Stop

v w! 7 Bookmarks \g&v‘ J"7t|:|s:.-"f'i|:|asa|:!|:|2.n:!st:l. milAJPAS Azervlets/ com. eds. jpas. client. serviets JPAS ChooseR oleS erviet LI ﬁr‘u 3 flated

v % Instant Meszage 2 / Calendar Radio Feople Yellow Pages Download Customize...

Irvestigation \/ -

Single Scope
THOMAS, Sl - 2003 1
ROCK E DCID /4 18 Background 2003 09 05 P51 [l

Irvestigation

Single Scope
THOMAS, Sl - 2003 1
ROCK E DCID /4 18 Background 2003 09 05 P51 [l

Irvestigation
Select Person

i Single Scope
view SMO THOMPSON,  SCI- 2003 11 4 A
CreateModify Visit VIRGINIA B DOID B4 15 Background 2003 09 16 PsI [
Hotifications v Irvestigation

THOMPEON,  SC1- 2003 11 Sindle Scope

VIRGINIA B DCID E/4 16 Elac:kgrou_nd 2003 09 16 =] -
Irvestigation
Reports

:> COMFIRR | CAMCEL |
PSM Het L.

B Under the Privacy Act of 1974, you rmust safeguard personnel information retrieved through this
(o . Disclosure of information is governed by Title 5, United States Code, Section 5523 Fublic Law

sit

e | DoDD 5400.11, DoDR 5400.11-R and the applicable senice directives. =
i i 2 o
[2y [=B=| |Decument: Done R e V= ) -
Astart ||| 1 FE 5 K o) || ) ] v [5Es. Ba| sar| [EcD4n @i am

On the Main Menu, click on “Notifications™.

1. Click on “Eligibility Change”. On the eligibility change
record you will note up-to-date eligibility on personnel within
your SMO.

2. Click on the SSN number which will link you to the person
summary.

3. Click “Remove” to delete the notification of an individual.

4. Click “Confirm”.
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SUBMISSION OF A PERSONNEL SECURITY INVESTIGATION

Y ICAVS Main Screen - Netscape — 1=l
File Edit View Go Communicator Help

- o A 4 e o & B 3 ll

Back  Fonwmd  Reload  Home  Seaich  Metscape  Print Security  Shep Stop

7| & Instant Message “webbd ail Calendar R adio People “vellow Pages D ownload Customize.
i " Bookmarks M Netslte.Ihttps.//|pasapp.dsls.dod.ml\/JF'AS/servIEts/Eom.Eds.|pas.cllenl.servlatsJF'ASEhDoseF\o\eSerlet =1 ol wWhat's Related
\A SSN: 250-21-0925 Date of Birth: 1957 12 14
Open Investigation: M/A Marital Status: N/A,
PSQ Sent Date: 2002 03 25 Place of Birth: N/A
Attestation Date: N/ Citizenship: U.S. Citizen
Incident Report: MAA NdA Signed: Mo
Select Person SF 713 Fin Consent Date: MAA NdS Signed: Mo
View SMO SF 714 Fin Disclosure Date: MN/A

CreateModify Visit
Hotifications bk Polygraph: N/A

Reports b -
Pom et Foreign Relation: IN"A 3

Manage Invest Rasts
Home PSQ Sent Request to Research/Upgrade Eligibility
Chg Password Non-SCl Access History

Chg Categoryievel
Tutorial

Logout Accesses

T PP

Civilian Employee (USH) Mo

ity and Trustwort

-,

Public Trust: MN/A Grant Interim

Available Actions ‘

Child Care: N/

Person Categery Infermation

Category Classification: MN/A
Organization: 53265, 53285, 53285, B3285, DC, 20588
Organization Status: MN/A
Occupation Code: 15311 Separation Date: N/A
SCI SMO: NCIS, Level 3, 202433691 1/9637 , jdreweryi@ncis. navy. mil andfor pbeattie@ncis. navy. mil

[Document: Done = Ol AT B3

g start |J [E]Micrasoft Pave. .| [E]inbos - Micraso. .| B access suspen. . |[ERacavs man s... |J o BE 3 F% 2 & [ £ 222 DA 109 am

1. The “EPSQ Sent” link is where you record submission of
an investigation. This is very important in that once you
submit the investigation and record i1t here, you will then
receive the necessary links to grant interim access and
command access.

ICAYS Main Screen - Netscape: =
e Edit Wiew Go Communicator  Help
: - = A & = et S E @ BN
Back Forverd  Fieload Home Search  Metscape  Print Securty  Shop Stop
42 Instant Message b il Calendar Fadio People Wellow Pages Download Custormize.
" Bookmarks B Metsite Ihtlps Zdipasapp. deis.dod. mili) PAS feervlets/com. eds. jpas. client. serviets JPASChooseRoleServlet ~ 217 wihat's Related

=]z PSQISF 86 Sent

Select Person | To Investigating Agency: | =1
View SMO
CreateModify Visit

Notifications b PSQ/SF 86 Review Date:

Ingency Check Date: |

cel

AN - ARICT

37 - BGl1-12
27 - BGI 13-36
29 - BGI 37-60

Reports b
PSM Net

Manage Invest Rgsts
Home

Chg Password

Chg Categoryil evel
Tut

Logout MNotice: Under the Privacy Act of 197
governed by Title 5, United States Code|C

brd personnel information retrieved through this system. Disclosure of information is
c Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable senice directives

]
= == [Document: Done

iBstart || | Zry cocuments  |[ERacavs mams... [E115. submission...| [Bl1s. cormanc...| || =1 BR B B 5 & =

This drop-down window and the one on the next page will be
the choices you will have to annotate the type of
Investigation you submit to OPM.

=

o
2, 2:04 PM

19-1



SUBMISSION OF A PERSONNEL SECURITY INVESTIGATION

3 ICAYS Main Screen - Netscape -8 x|
File Edit Wiew Go Communicator  Help

2 P A A . B o a B @ Eﬂ

Back Fopward Reload Home Search  Metscape  Print Security Shop Stop

' J%Imslathassaga R ET Calendar R adio People ‘tellow Pages Download Customize. ..
&‘Buukmalks \& Nelsila.lhtlps /ipasapp. dsis. dod. milAJPAS /servlets/com.eds. jpas. client. servlets JPASChooseRoleServlet j @'Whal's Related

1 PSQ/SF 86 Sent

Select Person Date PSQ/SF 86 Sent: @I To Investigating Agency: vl

View SMO PR - ﬁ

CreateModify Visit For Investigation Type: T

Notifications b PSQ/SF 86 Review Date:|; ; NACT EI | Local Agency Check Date: EI

45 - NAFI
Cancel |

Manage Invest Rgsts - WL
Home M- MMAC
Chy Password H-MPSB
Chyg CategoryLevel A5 - MEI

Tutorial i U- OTHR
Logout Motice: Underthe Privacy Act of 18711 - PRI brd personnel information retrieved through this system. Disclosure of information is

gaoverned by Title 5, United States cwefg* -RF‘SRISC i Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable serdce directives.

92 - SAC
- SBEI
Bl

- ZBIP
- SBIR
- 3BFR
- Sl

fgts]
- HNAC

FooC<zZom

|Decument: Done Sl e 2@ gE 2 |
@start”] 3ty ocuments | [ cavs Main s... | [E]19. submission...| [E1s. commang... H HESREHS e S45%00 20:m

Highlight the type of personnel security investigation you
are submitting to OPM.

As a reminder, use only the ANCI = ANACI (for civilians),
NLC NACLC (military members and all Secret Periodic Rein-
vestigations; SSBI = SSBI; and the SBPR = SSBI-PR.
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SUBMISSION OF A PERSONNEL SECURITY INVESTIGATION

3 ICAWS Main Screen - Netscape _ =] x|
File Edit Yiew Go Communical tor  Help
FE G - T S -
Back  Fomward  Reload  Home  Seawh  Metssaps  Frint Secuily  Shop Stop
% & Instant Message “WisbM ail Calendar Radio Feople Yelow Pages D ownload Customize.

wl " Bockmarks Jf Metsite [https: #/ipasapp. dsis.dod.mil PAS fservists/com. eds. jpas. client serviets JPAS ChoassRaleServlet =] @™ What's Related

4 PSQISF 86 Sent

Select Person Date PSO/SF 86 Sent: [2005 07 05 @j@:‘ Investigating Agency:[2- 0PM =] & 2 I
WXDED For Investigation Type: [} - MLC 'I

CreateModify Visit

Notifications » PSQ/SF 86 Review Date: IZUUS 07 05 @ Local Agency Check Date: [2005 07 05 MS 5 I

Manage Invest Rgsts Save I Cancel I

Home
Chg Password
Chyg Categoryievel

Tutorial
Logout Motice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is

governed by Title 5, United States Code, Section 552a Public Law 23-573, DoDD 5400.11, DoDR 5400.11-R and the applicable sewice directives.

[Dacumenl t: Done

;@ﬂartl“ My Dacumen ts | [El12. submission...| [B]mbosx - Microso. .| [EE 3cavs Man 5., |J = BE FS R G & ‘55@@@ HH . 2:43 PM

1. Type in date EPSQ/SF-86 mailed, yyyy,mm,dd.

2. Then pull down window permits you to choose, OPM/DSS or
Other.

3. Select the type of investigation you are submitting. See
the previous pages to choose the correct investigation from
the pull down window.

4 Type the date, yyyy,mm,dd the EPSQ/SF86 was reviewed and
there was no derogatory information present.

5. Type the date, yyyy,mm,dd that the favorable local agency
check was accomplished.

6. Click “Save”.
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SUBMISSION OF A PERSONNEL SECURITY INVESTIGATION

ICAYS Main Screen - Netscape =181x]
Fle Edt Wiew Go Communicator Help

<« » 3 B 2 W I A2 B @

Back Farward  Fleload Hame Search Metscape  Print Security Shop Stap
ﬁlnslantMessage webhd il Calendar Radio People “rellow Pages Download Customize..
w!' Bookmarks \)& Nelsite:Ihttps:ﬁipasapp.dsis.dod.milf’JF‘ASf’sewlelchom.eds ipas.client.seﬁletsJPASEhooseHoIESErvIEt j @I'What‘s Related

P30 Sent Date: 2005 03 04 Place of Birth: RN/A -
Attestation Date: N/A il Citizenship: U.S. Citizen
Incident Report: M/ NdA Signed: Mo
SF 713 Fin Consent Date: N/A NdS Signed: Mo

SF 714 Fin Disclosure Date: M/A

Polygraph: MN/A
Select Person vgrap

U Foreign Relation: II\UA 3
CrealelModlfy Visit i

PSQ Sent Request to Research/Upgrade Eligibility
Non-SC| Access History

Accesses

“ Suitability and Trustworthiness Available Actions

Civilian Employee (USN) IT: MFA Indoctrinate Hon-SCI

Public Trust; N/A Grant Interim
Reports b Child Care: M/A =
PSM Het
Manage Invest Rgsts
Home Person Category Information
Chg Password
Chg (Eategﬂry-'Le"el Category Classification: N/4
U Organization: 3285, 53285, 63285, 63265, DC, 20388
Logout Organization Status: N/&
Occupation Code: 1511 Separation Date: N/2
SCI SMO: MAA

Non.SCl SMO: NCIS, Level 4, 20243358631, caborden@@ncis.navy. mil
Servicing SMO: Mo

Office Symboaol: M4 Grade: G509 -

|Decument: Done

iﬁstart”J Micrusuft Powe...| [&}Inbox - Microsa,, | @access suspen, ., ”ﬁ]cnvs Main S...

&5 8 |5<EJ QQ@E 10: SQAM

1. The Date EPSQ Sent has been entered into the JCAVS Summary.
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DOCUMENT INTERIM CLEARANCE DETERMINATIONS

The “Grant Interim” link is displayed in the Non-SCI section
of the “Person Summary” screen i1f a person has an open inves-
tigation or an EPSQ sent date for any investigation type.

40 JLAYS Main Screen - Netscape — | (=] ll
File Edit Wiew Go Communicator Help
2 @ A D 2 @HWm = S B @ Eﬂ
Back Fomwand Reload Home Seach  Metscape Piint Securly Shop Stop
&InstanlMsssage b ail Calendar Radio People rellow Pages Download Customize...
‘w! " Bookmarks \& Nets\te'lhttps'!/ipasapp dziz dod. mil AlPAS fzervletsfcom eds jpas. client serdets JPAS ChoozeRoleS erviet LI ﬁl' Wwhat's Related
SSN: 250-21-0925 Date of Birth: 1967 1214 B
Open Investigation: N/A Marital Status: N/A
PS0Q Sent Date: 2002 03 25 Place of Birth: N/A
Attestation Date: N/A Citizenship: U.S. Citizen
Incident Report: N/A NdA Signed: No
O SF 713 Fin Consent Date: MN/A NdS Signed: No
View SMO SF 714 Fin Disclosure Date: N/A
CreateModify Visit
Hotifications ¢ Polygraph: N/A
R rts b -
P::'DN; Foreign Relation: IN'J'A 3’
Manage Invest Rgsts
Home PSQ Sent Request to Research/Upgrade Eligibility
Chg Password Hon-SCI Access Histo
Chg Category/lLevel
Tutorial
Logout Accesses
“ Suitability and Trustworthiness Available Actions
Civilian Employee (USHN) Mo IT: MAA
Public Trust: M/& Grant Interim 4 I
Child Care: MN/A
Person Category Information
Category Classification: N/,
Organization; 63205, 63286, 63285, 63285, DC, 203585
Organization Status: M/
Occupation Code: 1811 Separation Date: N/&
SCI SMO:MCIS, Level 3, 2024336911/9637 | jdrewery@ncis. navy. mil and/or pheattie@ncis. nawvy. mil =l
|Dacument: Done i s 7 7

i start I ‘ J [E]Microsaft Pawe. ..

Inhux = Micrusu...l @access SUSPEN. .\ I ﬁ]cnvs Main S... |J m ﬁ F§ K t‘il @

Type the SSN of the person being granted interim access on the
“Select Person” screen and verify that the appropriate radio
button is selected. . Click “DISPLAY”. The “Person Summary”
screen 1s displayed.

1. Click the Grant Interim link on the “Person Summary”
screen. The “Grant Interim Non-SCI” screen is displayed.
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DOCUMENT INTERIM CLEARANCE DETERMINATIONS

L ICAVYS Main Screen - Netscape

File Edit ‘“iew Go Communicator Help

w @ » A = S A @B 8@
| Back Fuwad  Feload  Home  Search Melscape  Frint  Secuity  Shop Siop
7| B Instant Message “webhai Calendar Radio People ‘rellow Pages Download Customize...

# " Bookmarks A Netsite: [https: //pasapp. dsis. dod. milAIPAS /servlets/com. eds.jpas. client. serviets. PASChooseR oleS ervet =] FJ7 what's Related

7 Grant Interim

Grade: G509 Category: Civilian Employee (USN)

atel Sqmmander or Agency Chief == - R I—
Select Person signed Waiver Letter: |20 EI Date of Local File Check: |2005 06 08 EI 1
Wiew SMO
CreateModify Visit *Date Interim Granted: IQDDS 06 05 ﬁl Date PSQ Sent to DSS/0PM: 2005 05 24

HNotifications «

gation Type Req [o-ssmi =]
' Grant Interim Confidential & Grant Interim Secret @

' Remove Interim
Save I

4

Notice: Under the Privacy Act of 1974, you must s uard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Section 5523 lic Law 23-579, DoDD 540011, DoDR 5400.11-R and the applicable service directives

Cancel

Manage Invest Rgsts
Home

Chy Password

Chy CategoryilLevel
Tutorial

Logout

|Document: Done = T e A

i#Mstart HIﬁﬁJCAVS Main Screen ... ‘—yJPAS Manual 2006 |J o BE B R B ”l%ﬁj—@{}@%a 10:32 &M

1. Type the appropriate date, yyyy,mm,dd, in the “Date of
Local File Check” text box.

2. From the “Investigation Type Request” drop-down list, se-
lect the appropriate type.

3. Type the date, yyyy,mm,dd, in the “Date Commander or
Agency Chief Signed Waiver Letter” text box. This is the
date that the OPNAV 5520/413 would be signed by the Security
Manager or his/her designee.

4. Click the “Grant Interim Secret” button and click “SAVE”.

The date that appears in the “Date Commander or Agency Chief
signed Waiver Letter” is the date you would have granted an
interim on the former OPNAV 5510/413.
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DOCUMENT INTERIM CLEARANCE DETERMINATIONS

JCAY¥S Main Screen - Metscape = |5 |5|
File Edit ¥iew Go Communicator Help
| 4 @ 3 ¥ . @ < A @ @& II
4 Back Forwad  Reload Home Search  MNetscape Print Security Shop Gitan
- ﬁlnslanlMEssage “wfehh ail Calendar Fiadio Feople ‘rellow Pages Download Customize.
N‘ " Bookmarks \g& Netslta:Ihtlps:Mpasapp.dsls.dod mil-JPAS fzerviets/com. eds. jpas. client. servlets JPAS ChoozeR oleServiat j @'What's Related

S Person Category Infermation

——F
= . o
e ategory Classification: MN/&
.-(.’r Organization:63285, 63285, 63285, 63285, DC, 20385
k L Organization Status: N/A
- Occupation Code: 1511 Separation Date:MN/A
Select Pereon SCI SMO: NCIS, Level 3, 2024336211/9637 , jdrewery@ncis. navy. mil and/or pheattie@ncis.navy. mil
z'r‘:;":"’:‘;dw vieit Non-SCI SMO: NCIS, Level 4, 2024339631 , cabordeng@ncis. navy. mil
Hotifications b Servicing SMO:No
Reports » Office Symbol: h/A Grade: 5509
PSM Het Position Code: M/ PS: Critical Sensitive
Manage Inuest Rasts Arrival Date: N/& RNLTD: i,
Chg Password Office Phone Comm: N/& Office Phone DSH: MN/A
Chg CategorylLevel Separation Status: N4 TAFMSD: MAA
Tutori Interim: Interim Secret, 2005 03 30 Proj. Departure Date: /A
Logout Proj. WIC/RUC/PASCODE: MiA,
B¥port Incident In/Qut Process
Remarks
Suspense Data Investigation Reguest

Investigation Summary

Adjudication Summary

External Interfaces

Perform SHl Search DCll
|Dn[ument: Done R e |
§ﬁ5tart|“ [E]microsoft ine...l Inbox-Mlcroso...I B9 access suspen. . | ¥ JcAYS Main S... |J o B S R G e |5<§JE‘EQ@E 11:06 &M

1. The “Person Summary” screen is updated with interim access

granted.
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AGING

INTERIM NOTIFICATION

¥5 Main Screen - Netscape ;Iilﬂ
File Edit Yiew @Go Communicator Help
<« o A N} . wW < A O # 'I
Back Forward — Reload Home Search  Metscape  Print Security Shop Stop
&InstantMessage ‘w/ebhd ail Calendar R adio People ‘ellow Pages Download Custamize...
J'Emkmarks Jg Netsite:Ihttps:ﬁipasappZosd.miI.-"JF'AS.-"sew\ets.-"com.eds.ipas.c\ient.servlets.JPASEhooseHDIeServlet j @'What's Related

4 Aging Interim Non-SCI Notification

Select Person
View SMO
CreateModify Visit
Notifications

Records 1-3 of 3, Page 1 of 1

Name Category Interim Type  Date Granted Granted by SMO Display
Interim Top 632854 - NCIS,
Civilian Employee ¢ 2004 04 16 Leval £ -
Civilian Employee  Interim Secret 2004 04 16 Ba2654 - NCIS, -
Level 4
Civlan Emplayes Interim Secret 20040407 Dot~ NEIS: r

Remove From

Confirm

Records 1-3 of 3, Page 1 of 1

Cancel |

PSM Het

Home
Chg Password

Motice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of infarmation is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives.

Chyg Category/Level
Tutorial
Logout

|Dacument: Dane EE = e |

;ﬁstart”J yacavsUser M...| [Elmcroscft paw... |[Focavs Main ... | [finbax - Micros... | Bfenter & 05 ... | [El2t aainginteri. |J AR R >S5 RT 1w

1. Notification first occurs when a person’s interim
clearance i1s 6 months old and every 6 months

thereafter until basis for interim changes, i.e.,

DON CAF grants fTinal clearance eligibility. These
notifications are sent to the owning and servicing SMO’s.
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MESSAGE FROM THE DON CAF

4'5— JCAYS Main Screen - Netscape = Iﬁllil

File Edit WYiew Go Communicator Help

T4 5 3 4 -2 @ s & 8 @

g Back Forward  Reload I-Tome Search Metscape  Print Security Shap Stop.
' &Instanth‘lessage “wiebhd ail Calendar Radio Peaple ‘Yellow Pages Download Customize...
wt'BDokmarks \& Netsite:Ihttps:ﬁipasappZosd.m\l."JF‘ASf’servlets:’com.eds.ipas client. serviets JPAS ChaoseRaleS ervlet j @' elated
4 Message From the CAF Notification N2/ N3 Z
V

Records 1-10of 1, Page 1 0f1

SSN Name CAF Message Suspense Rgmove From
Date Display

Select Person DoMCAF Reguest information conceming arrest. 2004 1022 -
View SMO

Create/Modify Visit

Notifications + Records 1- 1 of 1, Page 1 of 1

| 4 > Confirm Cancel

Motice: Underthe Privacy Act of 1974, you must safeguard personnel infarmation retrieved thraugh this system. Disclosure of infarmatian is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable sewice directives.

Reports b

PSM Net

Home

Chg Password

Chyg Category/Level
Tutorial

Logout

[pocument: Done 5 i YR E ER) A |
;astart”J ycavsuser M., | [Emercsoft Pow... |[BE acavs Main ... | [Olinbox - Micras. . | Benter 005 .., | [Elet.agrginten...| || ] BX 55 B > [24 %% 0w

1. Click “Message from CAF” Notification and you will
receive the above.

2. The information needed by DON CAF will be written here.

3. Once you have reviewed and submitted the request to DON
CAF, click ‘“Remove From Display”.

4. Click “Confirm”.
NOTE: You cannot respond back to the DON CAF’s message via
JCAVS.
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HISTORY LINKS

ICAYS Main Screen - Netscape

= =i
File Edit  wiew Go Communicator  Help
- w A S a =% @& @ @
Back Forsard  Reload Home Seach  Netscaps  Frint Security Shop Stop
&2 Instant Message whebbd ail Calendar  [Bl Radio People Fellow Pages Download Custorize.
w§ " Bookmarks A Netsite: [litps: £ipasapp. dsis dod milAPAS fservistsioom eds jpas client servlsts JPASChooseRoleS ervist “~| €17 Wwhat's Related
§ Open Investigation: MN/A Marital Status: N/A =
PSQ Sent Date: h/A Place of Birth: NiA
Attestation Date: 2004 03 16 Citizenship: 1.5, Citizen
Incident Report: N/, NdA Signed: Yes
SF 713 Fin Consent Date: MN/A HdS Signed: Yes

SF 714 Fin Disclosure Date: MN/A
Polygraph: M/A

Foreign Relation: | 3:

PSQ Sent

Reguest to Research/lUpgrade gibility
Non-SCI Access History

HNdA History

Accesses

| cCategory | -E-_ Available A

; an Employee {USH) Top Secret IT: /A, Yes Indoctrinate Hon-SCl
Public Trust: M/A Debrief Non-SCI
Manage Inuest Rgsts Child Care;: M/
Home

Chg Password

Chg Categonslevel .
Tutorial Person Category Information
Logout

Category Classification: M/

Organization: 63285, 63285, 63285, 63285, DC, 20382
Organization Status: h/A

Occupation Code:0132 Separation Date: hN/A

SCI SMO: NCIS, Level 3, 2024336911/96357, jdrewery@ncis. navy. mil and/or pbeattie@ncis. navy. mil
Non-SCI SMO: NCIS, Level 4, 2024339631, caborden@ncis. navy. mil

|Document: Done
iastart”J [Elricrosort Powe...| [ inbox - Microso..|

==
access sUSpen... I EXIcAYSs Main S... |J o BE B K 1 & [ 2ot 1119am

1.Click on “Non-SCl Access History” and you will receive
information on all access the individual has.

ICAYS Main Screen - Netscape

=l=1 =]
File Edit  Wiew Go Communicator  Help
i W o A ke ok @ B ) =
" Bookmarks A Metsite: [hitps: /7204, 230 206 200AIFAS fservists /com. eds. ipas. client servists JPAS ChooseFoleS rviet | @7 what's Related
Calendar Radio People “rellow Pages Customize...

2 Non-SCIl Access History

Active Duty
Debrief Date Access Description Dehriefing Reason Debriefing Organization
2002 05 02 Top Secret Access Suspended US STRATEGIC CMD JO

CANCEL I

Motice: Under rivacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governad by Title 5 ited States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable serice directives

Document: Done
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HISTORY LINKS

Netscape ===
Edit Go  Communicator  Help
: - =% a8 @ &k
Back  Fouwed  Reload Home  Seach MNetscape  Print Secuity  Shop Stop
22 Instant Message “wiehhail Calendar Radio People “rellow Pages Dowmload Customize...
w# " Bookmarks #  Metsite Ihllps /lipasapp. dsis. dod milAIPAS /servlets/com eds jpas.client serviets JPAS ChoossFoleServlet 4| 0™ what's Related
§ Person Category Information =
Category Classification: MN/A,
Organization: 63285, 63285, 63285, 63285, DC, 20388
Organization Status: MN/A
Occupation Code: 0132 Separation Date: MN/A,
I m— SCI SMO: NCIS, Level 3, 2024336311/9637 , jdrewery@ncis. navy.mil andfor pheattis@ncis. nawvy. mil
e ST Non-SCl SMO: NCIS, Level 4, 2024333631 , caborden@@ncis. navy. mil
Create/Modify Visit Servicing SMO: Yes
Notifications b Office Symbuol: MTAG Grade: GG14
(s [ Position Code: MN/A PS: Critical Sensitive
e ost Rast. Arrival Date: M/A RNLTD: MN/A
H:""“:“" ISR AR Office Phone Comm: 202 (433 ) 2942 Office Phone DSN: 288
Chg Password Separation Status: M/A TAFMSD: M/A
Chy CategoryLevel Interim: NiA Proj. Departure Date: NfA,
Tutorial Proj. UIC/RUC/PAS CODE: MN/A,
Logout Report Incident In‘Out Process
Remarks
Suspense Data Investigation Reguest
Investigation Summary Investigation History
ZBPR from OPM, Opened: Closed 2001 09 05
SBPR from Unknown, Opened: Closed 1995 05 11

Adjudication Summary | 2> Adjudication History
PSSl Adjudication of SBPR OFM, Opened |, Closed 2001 09 08, determined Eligibility of SCI - DCID 674
2001 1015 DoMCAF

P35l Adjudication of SBPR OPM, Opened |, Closed 2001 02 06, determined Eligibility of SCI - DCID B/4 an =
2001 10 15 DoMCAF

External Interfaces

o | Perform Sl Search DcCi -
& == [Decument: Dene Slom 9en oo = o2 |
i start || | [Eltnbox - Mic.... |[FEICAYS Mal.. ®]access sus... | bARE: LeDR K. | FFPlease inse... | Bwindowsm...| || @A BR I3 BX = [ 2T Dea  sziam

As the JPAS matures, “Investigation History” (1) and
“Adjudication History” (2) will appear via these links. When
you click either link, you will get the below figure.

3 ICAYS Main Screen — Netscape
File Edit View Go Communicator  Help

- = @A B - = 8. @ FE
Back Forward  Reload Home Search  Metscape  Print Security Shop Stop
7| T Bookmarks B Metsite: [https: /fipasappZ. osd. miliJPAS /serviets/com. eds. jpas.client serviets JPAS ChooseRoleS erviet
22 Instant Message whebhdail Calendar R adio People “rellov Pagss Customize.

A Investigation And Adjudication History =

=] €507 what's Related

Download

(Open Investigations

Select Persor
Wiew SMO

Create Mot Visit Closed Investigations

et i 4 SEPR from OPM, Opened: Glosed 2001 09 06
e SBPR from UnKnown, Opened: Closed 1995 05 11
Access Number
PSM Net [Open Cases
Home
Chyg Password [Closed Cases
?::“102::9‘1"““3‘”" PSI Adjudication of SEPR OPM, Opened , Glosed 2001 03 05, Eligibility of SGI - DGID G4 2001 10 15 DolCAF
[Larmentt Eligibility Eligibility Date CAF
SCI- DOID B4 2001 10 15 DoNGCAF
PSI Adjudication of SBPR OPM, Opened , Closed 2001 09 08, Eligibility of SCI - DCID 64 2001 10 15 DoMNCAF
Eligibility Eligibility Date CAF
SCI - DCID 6/ 2001 10 15 DoMCAF
PSI Adjudication FR Unknown, Opened , Closed 1995 05 11, Eligibility of SCI - DCID 674 1995 10 OF DolCAF
Eligibility Eligibility Date CAF
SCI- DCID 64 1955 10 OF DolrCAF

Motice: Underthe Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is =
J b Titl Llnitad o i blic | = CaOD S400 44 CanE S400 44 5 and sk i ice cdicoce =~
= == [Document: Done

istart|| | [Ed2s. history links.pub -t |

= [EFA
INkerim. pub - Micrasoft P | [ 1PAS Goteway - Netscope |[EEICAVS Main Screen - ... || I BE 53 B 7[S9 Gl swosem
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HISTORY LINKS

JCAYS Main Screen - Netscape -8 ﬂ
Fle Edt View Go Communicator Help
4 @2 3 4 2 W o3 8 O &

Back  Foowad  Relosd  Home  Seaich  Metscape  Print Secunty  Shop Stop
ﬁlnstantMessage Wwfebhai Calendar Radio Peaple Vellow Pages Download Customize...
w!' Bookmarks J‘ Netsile:Ihtlps:!fipasappZ.osd.m\IHJPAS!SEIVIetsfcom.eds.ipas.c\ient.servlels.JPASEhDoseHo\eSewlet j @I'Whal's Related
1 NdA Date History
NdA Date L sw | Changed Date

Select Person
View SMO 19931115 B32853 - NCIS, Level 3 20041023
CreateModify Wisit
Notifications » Close
Reports J
PSM Net
Home
Chyg Password
Chy Categorylevel Notice: Under the Privacy Act of 1974, you must safeguard persannel infarmatian retrieved thraugh this system. Disclosure of infarmation is
Tutorial govemed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable semvice directives.
Logout

Document: Done

;astart”] B pas Gateway-N...”@JcAvs Main Scr...  (g=Untitled Data (D P| [B]22.doncaf msq 7. . | [BR23. history Iinks.p”.l
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HOW TO SUBMIT CONTINUOUS EVALUATION INFORMATION TO
THE DON CAF

This procedure allows a user to report an initial incident

or update previously reported information of an incident on

an individual within JCAVS.

~18] x|

43;1— JCAYS Main Screen - Netscape

File Edit ¥iew Go Communicator Help
3 Y 3 A . @ S A O @

Back Forward — Reload Home Seaich  Metscape Print Security Shop Stop

' g,%\nstantMessaga w'ebh ail Calendar Fiadio People ‘rellow Pages Download Customize...
wt " Bookmarks J‘ Metsite: Ihttps:z’x’ipasapp.dsis.dod milAJPAS /serviets/com. eds.jpas.client servletz JPAS ChooseRoleS erviet j ﬁl' What's Related
Public Trust: M/A Debrief Non-SCI =

Child Care: M/&

Person Category Information

Select Person Category Classification: N/4
View SMO Organization: 63285, 63285, 3285, 63285, DC, 20388

:i;fi:‘e"rmify =it Organization Status: N/A,
Occupation Code:0132 Separation Date: NfA

SCI SMO:NCIS, Level 3, 2024336911/9637 , jdrewery@ncis.navy. mil andfor pbeattis@ncis. navy. mil
Non-SCI SMO:NCIS, Level 4, 2024339631, cabordeni@incis. navy. mil
Servicing SMO: ez
Grade: G514

Office Symbaol: MTAC
Position Code: hN/A PS: Critical Sensitive

Arrival Date: N/A RHLTD: NA
Office Phone Comm:202 (433 ) 2942 Office Phone DSH: 238
TAFMSD: N/

Separation Status: N/A
Proj. Departure Date: N/A

Interim: N/A
1 Proj. UIC/RUC/PASCODE: N/A
1 Report Incident In/Qut Process
Remarks
Suspense Data Investigation Request

Chg Pagsword
Chg Category/Level . .
Tutorial Investigation Summary

SBPR fram OPM, Opened: Closed 2001 09 06
SBPR from Unknown, Opened: Closed 199505 11

Investigation History

Adjudication Summary Adjudication History
PSl Adjudication of SEPR OPM, Opened , Cloged 2001 09 08, determined Eligibility of SCI - DCID 6/4 on

2001 10 15 DoMCAF
PSI Adjudication of SEPR OPM, Opened , Closed 2001 09 08, determined Eligibility of SCI - DCID 6/4 on

UBERROS e Bihadd o

|Document: Done

iastartm Mlcrnsoft Powe...l (o] Inboi - Mlcrosn‘..l access SUSPEn... | %JEAVS Main 5...

On the Main Menu, click “Select Person”. The Select Person
screen appears. Type the SSN of the person whose record you
wish to view and verify that the appropriate radio button is
selected. Click “DISPLAY”. The Person Summary screen appears.
1. Select the appropriate person category for the incident
that you are reporting.

2.Click “Report Incident”. The Incident Report screen is dis-
played.
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HOW TO SUBMIT CONTINUOUS EVALUATION INFORMATION TO
THE DON CAF

L ICAYS Main Screen - Netscape
Fle Edit ‘“iew Go Communicator Help

T3 ¥ 3 A . @ 3 3 O @

Back Fopward Reload Home Search  Metscape  Fiint Security Shop Sl
' J%Imslathassaga “wiebMail Calendar R adio People ‘rellow Pages Download Cugtomize...
,“t " Bookmarks & Netzite: Ihllps /{ipazapp. dsis.dod. milAJPAS Seervlets/com.eds. jpas. client. servlete JPAS ChooseR oleS ervlet

j @'What‘s Related

Place of Birth: M/A
Citizenship: U.5. Citizen

Open Investigation: MN/A Marital Status: M/A
PS0Q Sent Date: N/A

Incident Report: M/A
Polyyraph: MN/A

. . IiA =
Foreign Relation:
4 el

Select An Existing Incident: ;I 1 I;
V

*Incident Status: @ Initial  Follow-up © Final

:> *Date nflncidem:lW 'Zﬁ
Action: [T Suspend Access é: Suspension Start Date:
|:,L> “Select CAF: [II[003
Vv

“Incident Criteria:

[T Allegiance to the United States [T Financial Considerations [T Security Violations
;SM Netl ¢ Rt " Foreign Influence [T Alcohol Consumption [T Outside Activities
anage Invest Rysts . .
Home [ Foreign Preference [l Drug Involvement r I‘Su'llsuse of Information Technology _
Chg Password | . ystems
Chy CategorylLevel I Sexual Behavior Efnotlonal, Mental and Personality
Tutorial Disorders
[l Personal Conduct [Tl Criminal Conduct
Incident Report
Status Date Description
v ¥ " indi idant f i ! 5
g == |Document: Done Sl % o2 g3 2|

i#llstart Hlﬁﬁmnvs Main... ‘—JIPAS Marual ... | ElDocumentt -... | [El(Unsaved Pu.., H RS K » B SR @ 1057 AW

1. If this is the initial reporting of the incident or
you plan to provide additional information when it
becomes available, click the “Incident Status”,
“Initial” radio button. Selecting the “Initial” radio
button keeps the incident report in a pending status at
the DON CAF. The DON CAF makes no determinations until
a final iIncident report is received.

2. Type the date of the incident, yyyy,mm,dd.

3. If you are suspending access, click the *“Suspend
Access” box.

4. 0On the “Select CAF”, ensure you highlight the DON
CAF.
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HOW TO SUBMIT CONTINUOUS EVALUATION INFORMATION TO
THE DON CAF

7 ICAVYS Main Screen - Netscape — =] =]
File Edit WYiew Go Communicator Help

'{gaﬁad%lﬁ%

Back Fanward Reload Home Seaich  Metscape Frink Security Shop Stop

i " Bookmaks B Metsits: [ntips: //ipasapp osd milAJPAS /servlets/oom eds jpas. client serviets JPAS ChooseR oleS ervist | &7 what's Fielated
wiebMail B Calendar Radia People rellow Pages Download Customize...

T 4% Instant Meszage

TOTEgTATICE O UTE - - - - - - - —
United States I Financial Considerations I Security Yiolations

I Foreign Influence ¥ Alcohol Consumption I Qutside Activities

I Foreign Preference ™ Drug Invelvement Misuse of Information

Technology Systems
Emotional, Mental and

Personality Disorders

I Personal Conduct I Criminal Conduct

™ Sexual Behavior

/ Incident Report
Motifications Status Date Description

Reports
“Unclassified Description of Incident: (Only regquired for Initial and Follow-up Incident Status)

Command has received recently several letters of indebtedness on individual. Individual has been couns
but letters are still being received so payments have not been made. On 30 July 2003 individual was arreste
local police department for DWW and resisting apprehension. Command feels member is a threat to classifie
material and CO has opted to suspend access

3 SAVE | CANCEL | &
I:I: sl

|Dacument: Done

astart” ] BEE ES PR ”| R JPAS Gateway - II%JEAUS Main Sc... ‘—IPAS Presentatlonl -Mlcrosoft Powvier., I (EI CI o 70z aM

Tutorial
Logout

|

1. Select one or more of the Disqualifying Factors.

2. Provide an Unclassified Description of the Incident in
the “Description of Incident” text box.

3. Click “Save”. The incident report is sent to the DON
CAF. The Person Summary screen appears displaying the
incident report date in red. An “Incident Report Update
Notification” i1s sent to the Levels 2 through 6 users of the
person’s category organization.
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VIEWING AN INCIDENT REPORT UPDATE NOTIFICATION

FL ICAVS Main Scraen - Netscape
=

e Gl B D B

| i " Bookmarks & Metsite: [hitos: /7204, 230, 206, 2004 PAS Fserviets /com. eds. jpas. cient. servists. JPAS ChooseR oleS ervlat

7 Incident Report Update Notification

Records 1 -1 of 1, Page 1 of 1
Person : Incident
Name Category Incident Date Status
Active Duty 2003 06 24 Initial

Incident Criteria

Security Violations

COMFIRM CANCEL |

©: Under the Privacy Act of 1974, you must rd personnel information retriey
ed by Title 5, United States Code, Section 55, 3 Law 93-579, DoDD 5400.11,

cugh this system. Disclosure of infarmation is
400.11-R and the applicable serice directives

[Bocument: Done

e Yl AP B2

This procedure allows a user to view updated information on

an individual.

On the Main Menu click “Notifications™.
1. Select “Incident Report Update”. All

Incident Report

Updates are displayed on the “Incident Report Update

Notification” screen.

2. To view the details of the incident,
“Expand Incident” check box.

3. Then click “CONFIRM”. Details of the
displayed on the screen.

click on the

incident are

4. To view additional information, click on the desired

SSN to view the “Person Summary” screen.
5. If required, select the “Remove From

6. Click “CONFIRM”. The notification is

Display” text box.

removed from the

display. When you are finished, click “CANCEL”.

Notifications are sent to an office, not

to an individual.

When the notification 1s removed, it Is removed from the

display of everyone in the office.
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COMMAND SUSPENSION OF ACCESS

JCAYS Main Screen - Netscape

=181

File Edit Yiew Go Communicator Help

v« 2 3 4 2 wm I A B @ EH

Back Forward  Reload Home Search Metscape  Print Security Shap Stap

&InslantMessage w'ehhai Calendar FRadio People “rellow Pages Download Customize..

J 7 Bookmarks J‘ Metsite: Ihttps:./'#ipasapp.dsws.dad.m\IJJF‘ASf’sewlels#com.eds.ipas.chent serviets JPASChooseRoleServiet j @' what's Related
Person Category [ Activa Duty - Officer (USN) =]
ssi: Date of Birth: 1967 10 23
Open Investigation: M/A Marital Status: M/A
PSQ Sent Date: N/ Place of Birth: Unknown

Select Person Attestation Date: M/ Citizenship: 1.5, Citizen
‘é"[‘:';'t:"‘::’mw Incident Report: 2005 08 29 NdA Signed: No
Nut'rﬂclatiuns » 713 Fin Consent Date: N/ NdS Signed: Mo
Reports b 714 Fin Disclosure Date: M/A

PSM Net )
Manage Invest Rysts Polygraph: NiA

Home . L NA Al
Chy Password Foreign Relation: =

Chg CategoryLevel
Tutorial
Logout

Accesses

Active Duty - Officer (USN) Access Suspended IT: /A

Public Trust: WA

Child Care: N/A

Person Category Information

Category Classification: hN/A

Organization: 09618, OMMANDING OFFICER, FPO, HI,
Organization Status: MN/A
Occupation Code:137 Separation Date: N/A =
& [=b=] [Document: Done s
iﬂstartl“ Inbox-Microso...l A What's Hew on‘..l AALCOR K, 5. Bou.‘.l ﬁ]cms Main 5... H m ﬁ ﬁ K L'é;] a8 54] ﬁQ@ 6:15 AM

1. This reflects an incident report was submitted 31 Oct 2003
and the command suspended access.
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CAF SUSPENSION OF ACCESS
(NOT USED BY DEPARTMENT OF THE NAVY)

JCAYS Main Screen - Netscape jEI = Ellﬂ
File Edit ‘iew Go Communicator Help
N PN NN | P
B J " Bookmarks NEtsite'Ihttps'ﬁEDd 230,206 20041 PAS fserviets/com.eds jpas.client. serviets JPASChooseR oleServist j @' ‘what's Related
1 Access Suspension Notification
Access Remove
SSN Name Person Category  Non-SCl Access SCl Access Suspended From
Date Display

COHNFIRM CAMCEL

Motice: Under the Privacy Act of 1974, you must safeguard persannel information retrieved through thiz systemn. Dizclasure of information is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 540011, DoDR 5400.11-R and the applicable serice directives.

PSH Net
Home

Document: Done
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CAF REQUEST FOR ADDITIONAL INFORMATION

3#£ ICAYS Main Screen - Netscape — ==l

File Edit Wiew Go Communicator Help

| & % DT S A =
7w " Bockmaks B Metsite: |Ttps #¢204.230.206. 200/ PAS Jserviets /com eds jpas.client. servlets JPASChooseR oleS erviet =] €507 what's Related
Webtdai Calendar Fadio Feople ‘Yelow Pages Download Customize.
—

Tutorial
Logout

Dacument: Done

I CAF Request for Additional Information Notification

Records 1 -1 of 1, FPage 1 of 1
Reply to Remove
the

Date Suspense Extension Decision/Date From

SSN Name Information Reguested
Reqguested Date Request Display

_ Drug Evaluation 200304 17 2003 04 20 Reply  APPROWED 2003 04 17 -

COMNFIRM CANMCEL I

MNotice: Under the Privacy Act of 1974, you must safeguard persannel infarmation retrieved through this system. Disclosure of infarmation is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives.

Above i1s an example of what would be seen by the JCAVS user,
however, due to the limitations of this feature, the DON CAF
IS not using this to request additional information from the
JCAVS user.

IT additional information is required by the DON CAF they
will use the “Send Message” function.
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NOTIFICATION OF A STATEMENT OF REASON/LETTER OF INTENT

3 ICAYS Main Screen - Netscape

_[=] I
=

File Edit “iew Go Communicator Help

N A W B o i e i |

=] &7 What's Related

wf " Bockmarks M Metsits: [Ftps: /7204, 230 206 20070 PASservists/eom. sds. ipas. lisnt servlets JPAS ChocssReoleS ervist

A001 - 15 SPECIAL ACTIWITIES SORUpdate
SO0, Level 2

‘webb ail Calendar Radio Pecple ‘Yellow Pages Download Customize. ..
—
7 SOR Notification
A w 2 7
Records 1 -3 of 3, Page 1 of 1 \/
SSN Mame Mailed To SMO SOR Update E ion Decision /' Re From
Date Display
A0D1 - 15 SPECIAL ACTMITIES SORUpdate T/, -
S0ODN, Level 2
A001 - 15 SPECIAL ACTIVITIES SORUpdate APPROWED 2003 05 16 -
SCDN, Level 2
AR, -

COMFIRM I CANCEL

MNotice: Under the Privacy &ct of 1974, you must safeguard personnel information retrieved thraugh this system. Disclosure of infarmation is
governed by Title 5, United States Code, Section 952a Public Law 93-573, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives.

|Dacument: Done

1. Click on ““SOR”.
2. Click on “SORUpdate” to

the CAF.

The Notification ‘“Statement
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COMMANDS RESPONSE TO A STATEMENT

- o DAY e mE D B

OF REASON

wf “Bookmaks  f  Metsite: [hitps: //204. 230, 206. 2001 PAS /serviets foom.eds. jpas. chient.serviets JPAS ChooseR oleServet

| @7 what's Related

“afebMail Calendar Radio People Yellow Pages Download Customize
S—

7 SOR Update

Polygraph: Mia

Foreign Relation: IN”" 3:

SSM: Date of Birth: 1962 11 18
Elgibility: Dpsaq%ln%fﬁglﬁgn Staternent of Reasons, 2003 Place of Birth: /A
Investigation: SSEI, 2000 05 01, DSET Citizenship: U.S. Citizen
Open Investigation: MA& NdA Signed: N/A
Date EPSQ Sent: N/A NdS Signed: N/A
Incident Report: N/A Attestation Date: N/A

Received SOR Electronic Notification Date:
SMO Received Written SOR:

SOR Suspense Date:

Requested Extension Date:

UNCLASSIFIED Comments:

200305 15

2003 06 29

—

Subject SOR Receipt Date: | | EERE

>

SOR Receipt Mailed to CAF:

SOR Update History

Requested Extension Do

Granted Extension

Decision Date

|Document: Done

Screen - Netscape — (=<
w  Go cCommunicator Help
] & = A Ak = = @ 5 3 =

£

Netsite: [Rttps: 77204, 230, 206, 200/0PAS Sserviets /com. eds. ipas. client servists JPASChooseRoleS ervist

=] @ what's Related

7w  Bookmarks
3 CEEE Fadio Feople

el P

Drenmite=s

Custamize.

Polygraph: M2

Foreign Relation: | 3:

Received SOR Electronic Notification Date:
SMO Received Written SOR:
SOR Suspense Date:

Requested Extension Date:

UNCLASSIFIED Comments:

2003 05 15

2003 06 29

—

Subject SOR Receipt Date:
SOR Receipt Mailed to CAF:

200505 15

=l
I |

SOR Update History

Requested Extension

TN A,
Comments: Received Written SOR Notification

Granted Extension

Decision Date

A,

::} s

CAMNCEL

MNotice:

Under the Privacy Act of 1974, you must safeguard personnel information retrisved through this system. Disclosure of information is
governed by Title 5. United States Code, Section 552a Public Law 93-579, DoDD 5400 11, DoDR 5400.11-R7 and the ap

licable service directives.

[Document: Done

e A X

The iInformation you provide on this SOR Update is very

important to DON CAF.

1.1t tells DON CAF when the person received the written

“SOR” (hard copy).

2.
3.

The “acknowledgement receipt” was mailed back to DON CAF.
IT required, type in unclassified “comments” if there are

any other issues (i.e., cannot deliver SOR(LOI) to person be-
cause they are deployed for 3 months) — DON CAF will use that
information to extend the response due date.

4. Click “Save”.
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CREATING A COMMAND SUSPENSE ITEM

=181

JCAYS Main Screen - Netscape

File Edit ¥iew Go Communicator Help

4w 3 D . W S A B & N
Back Forward  Reload Home Search  Metscape Print Security Shop Stap
ﬁlnstantMessage wiehi ail Calendar Fadio Peaople ‘Yellow Pages Download Customize..
J " Bookmarks \& Netsita:Ihtlps:ﬁipasapp.dsis.dod mil JPAS feerviets /oom eds. jpas. client. zerviets JPASChoozeR oleServlet ﬂ @v\u’hat's Related

s

Public Trust: M/A Debrief Non-SCI

Child Care: M/A

Person Category Information

Select Person Category Classification: MN/4&
View SMo Organization:63285, 63285, 63285, 63285, DC, 20388
CreateModiy Visit Organization Status: N/A
Hotifications v
Occupation Code:0132 Separation Date: N/A

SCI SMO: NCIS, Level 3, 2024336911/9657 , jdrewery@ncis.navy.mil andfor pbeattie@ncis.navy. mil
Non-SCl SMO:NCIS, Level 4, 2024339631, caborden@ncis. nawy.mil
Servicing SMO: Yes

Office Symbol: MTAC Grade: G514
Position Code: N/A PS:Critical Sensitive
Arrival Date: N/A RHLTD: M/A
Office Phone Comm: 202 (433 ) 2042 Office Phone DSN: 288
Separation Status: M/ TAFMSD: MiA
Interim: N/ Proj. Departure Date: MN/A
Reports b Proj. WIC/RUC/PASCODE: M/A,
PSM Het Report Incident In/Out Process
Manage Invest Rqsts Remarks
Home > Suspense Data Investigation Request
Chg Passw
5&%2:}39"”'"‘9“' Investigation Summary Investigation History
Logout SBPR from OPM, Opened: Closed 2001 09 06 |

SBPR from Unknown, Opened: Closed 1995 05 11

Adjudication Summary Adjudication History

P31 Adjudication of SBFR OPM, Opened | Closed 2001 09 06, determined Eligibility of SCI- DCID B/4 on

2001 10 15 DoMCAF

P31 Adjudication of SBFR OPM, Opened | Closed 2001 02 06, determined Eligibility of SCI- DCID B4 on =

|Dacument: Done

iastartm [ Micrasoft Powe...l & Irbax - Microso...l ] access suspen. . | B JCAYS Main S...

UBEBROS e [5¢heax naam

1. This is the commands” record of outstanding requirements.
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CREATING A COMMAND SUSPENSE ITEM

File Edit “iew Go Communicator Help

- [ T = T G A

Back Forward Reload Home Search  Metscape Print S ecurity Shop Stop 2
“‘i T Bookmarks .g& Metsite: Ihttps://|pasapp.osd. mil/AdPAS fzervlets/com. eds. jpas. clisnt. serviets JPAS ChooseRoles ervist LI @ T wihat's Related
42 Instant Message wiebhd ail Calendar Fiadio Feople ‘rellow Pages D ownload Custaomize. ..

SSH

=

1 - Awvaiting Receipt of Acknowledgement for SOR and Statement of Intent
2 - Awvaiting Reply to SOR
Open Suspensg3 - Awaiting Receipt of Acknowledgement for LOD and Intent to Appeal
4 - Awvaiting Receipt of Acknowledgement for Regquest for Additional Information
5 - Awvaiting Request for Additional Infarmation
Suspense ltem (6 - Awaiting Request far Investigative Forms
7 - Awvaiting PR Package from Individual

F *Suspense Due DB - Awaiting CAF Determination
Motifications 9 - Awvaiting Commanddfgency Action

Date Complet10 - Awaiting Completed Investigation fraom OPM
11 - Awaiting Completed Investigation from DSS
12 - 1 fear Follow-up for Adjudicative Determinat

Reports
Access Humbe

*Select or Enter Ot

>E|9d Suspense 8 - Awwaiting CTAF Determination

Type:
Other Suspense I
Type:
Logout Point of Contact: |

POC Phone
Humber:

1. When you open the “Select Suspense Type” you are
given these choices.

JCAYS Main Screen - Netscape o =1

File Edit WView Go Communicator Help

- 2w A B e bW o= B @B §

Back  Foward  Reload  Fome  Search  Metscape  Print Secuity  Shop Stop
,_g T Bookmarks M Metsite: Ihttps'/‘f\pasapp? osd milA PAS /servletsfoom. eds jpas. client serviets JPAS ChooseR oleS ervlet -1 F™ what's Related
& Instant Message [ webMail Calendar Radio People

vellow Pages Download Custamize. ..

Open Suspenses: I 'I

Suspense Item
Salect Person
View SMO
Create/Modify Visit

Notifications “Suspense Due Date: [2004 04 01 E

Reports b
Access Number Date Completed: @I
PSM Net
Home

Chg Password
Chyg CategonylLevel Select Suspense Type: |9 - Awaiting Command/Agency Action LI
Tutorial
Logout Other Suspense Type: |

*Select or Enter Other Suspense Type:

Paint of Contact: |Elecky' Jones

POC Phone Number: |(2EIQ) 433-0000

Assign To:
@ User
. SMO
Security Management
Office Search SWO I
Name: N/&

Location: MN/A

|Document: Done

R = B ey

Fhstart||| [Fimbox - Microsort o...| [E]z8. command sus... | EE1pas sateway - ne.. | [EEIcAvS Main scre.. [ AR R > [Sd 0% s

Example of a command suspense.
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OVERDUE SUSPENSE ITEM NOTIFICATION

Screen - Netscape =1 |

File Edit ¥iew Go Communicater Help

W v A & e W o & B @

Back  Fowed  Reload  Home  Seach  Metscape  Fint  Secuity  Shop Stop
& Instant Message “wfebid ail Calendar Radio People Wellow Pages Download Customize.
" Bookmarks M Metsite [https: #/ipasapp2.oed. miliJPAS servists/com. eds.jpas.clisnt.servists. PASChoossRicleGervist =] @7 what's Related

1 ©Overdue Suspense Notification

Records 1 -1 of 1, Page 1 of 1

Grade  Category Item Due Date POC Phone
GG14 Civilian Employee PR DUE 2004 11 05 SECURITY [REY

Records 1 -1 of 1, Page 1 of 1

Select Person
Wiew SMO
CreateModify \isit

Close

Motice: Under the Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives

i
Reports b

Access Number
PSM Net

Home

Chy Password

Chyg CategoryilLewvel
Tutorial

Logout

|[Document: Dane

gstart” [Sl1nbox - Microsoft Cutlook |§§JPASGateway MNetscape ”m [ES]Microsoft PowerPaint - [J.. | |J ™ B B K ”
1. You will receive a notification when your suspense item
IS overdue.

CLOSING OUT SUSPENSE ITEM

ICAYS Main Screen - Netscape A8 =] x]

l= Edit Yiew Go Communicator Help

- @ B e S BB E =

«i§ " Bookmarks & Metsite: [hitps://204.230 206 200/PAS fservlets/com. eds jpas. oient servists JPAS ChoossFolsServiet =] @7 what's Aelated

=l2 AddiModify Suspense Data —

_ Grade: 03 Categony: Resene (USAT)

Open Suspenses: -

Suspense ltem

Notifications
Reports

=Suspense Due Date: |

Date Completed: [

*Select or Enter Other Suspense Type:

Select Suspense Type: | |

Other Suspense Type: |

Logout

Point of Contact: | 1

POC Phone Number: |

Assign To:
& User
~ SMO

Security Management
bt Search SMO

wame: w2 (Click “Save” button on bottom of screen)

Location: MN/A

|[pocument: Done
1.0nce your suspense item is complete, you will place the
date in the “Date Completed” block and click “Save”
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CREATING A REMARKS HISTORY

JCAYS Main Screen - Netscape =1

Edit Communicator  Help
] : P =5 & &1 1
Back Fonwad  Feload Home Search  Netscape  Frint Security  Shop Stop
22 Instant Message wiebh ail Calendar Fiadio Pecple ‘rellow Pages Download Customize..
w# Bookmarks M Metsite: [hips: ipasapn.dsis. dod mil JPAS Jservlets/com. eds ipas.client.serviets JPAS ChooseH oleSerlet "~ | @0 what's Related
Public Trust; M/A Debrief Mon-SCI =

Child Care: MAA

Person Category Information

PAA

Select Person Category Classi

view SMO Organization: 63285, 63285, 632585, 63285, DC, 20388
(SRR A T 003 Organization Status: MN/2
Hotifications ~

: Occupation Code:0132 Separation Date: MiA,

SCI SMO: NCIS, Level 3, 202433691 1/9637 , jdrewery@ncis. navy. mil andfor pbeattis@ncis. navy. mil
Non-SCI SM CIS, Level 4, 2024339631, cabordeng@@ncis. navy. mil
Servicing SMO: Yes

Office Symbol: MTAC Grade: 5G14

Position Code: MNAA PS: Critical Sensitive
Arrival Date: MN/A RHLTD: MAA
Office Phone Comm:202 (433 ) 2042 Office Phone DSN: 25858
Separation Statu: £ TAFMSD: MNAA
Interim: MAs Proj. Departure Date: MAa,
Proj. UICYRUC/PAS CODE: M/A,

Report Incident In/Out Process
Manage Invest Rasts 1 Remarks

Home s Data 1 igation R
Ghg Password

Chg Categoryl evel
Tutorial

Investigation Summary Investigation History
SBPR from OFPM, Opened: Closed 2001 09 06 i
SBPR from Unlknown, Opened: Closed 1995 05 11

Adjudication Summary Adjudication History

PSI Adjudication of SBPR OFPM, Opened |, Closed 2001 09 06, determined Eligibility of SCI - DCID 6/4 on

2001 10 156 DoMCAF

PZI Adjudication of SBFR OFM, Opened , Closed 2001 09 06, determined Eligibility of 2C1- DCID B/4 on =

& == st e EEE
i start || | [E]microsoft Powe...| S]Inbox - Micrase...| B access suspen. .. |[ERIcavs main s... || = BE B3 PR ) & [P 3@ T d  11:22 am
= 13 77
1. Click on “Remarks”.
| =] =]
le  Edit  ¥iew Go Communicator  Help
:i&:aﬂadé@l’ik =

wf " Bookmarks & Metsite: [nitps 77204 230, 206, 2001 PAS /servietsfcom eds ipas. client servlets JPAS ChooseR olsS ervet ~ | &= what's Related

4 Remarks

SSHM: Grade: O3 Category: Reserve (USAF)

Add/Append a Remark: [ =1

~Add/Append UNCLASSIFIED Remarks (500 Characters Maximum):
| =1
=
N
| b save | canceL |
Remarks History |

Unclassified Remarks
2003 05 24 557222 - 55722 - FLTINFOWARCERM, Level 2 Level 2 greg horton ssdafsafafasd an dfdasfas

A

MNotice: Underthe Privacy Act of yvou must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States < 3 ction 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives

[Gocument: Done

1.Type your unclassified remarks in “Add/Append Unclassified
Remarks™ block.

2. Click “Save™.

3. Your remarks appear in the “Remarks History” block.

This information is seen only by the SMO.
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SECURITY ACTIONS TAKEN BY A SERVICING SMO

ICA¥S Main Screen - Netscape =i =]

File Edit View Go Communicator  Help

- @ A 4 . W = & @ g

Back  Fomwad  Reload  Home  Search  Netscape  Pirt  Secury  Shop Siop
wlf " Bookmarks & Metsite: [https: ipasapn2. osd mil)PAS /serviets/com. eds jpas.client_servlets.JPAS ChonseRoleServiet =] @1 what's Related
& Instant Message wlebhail Calendar Radio People ‘fellow Pages Download Customize...

i1 Security Action Taken By Servicing Office Notification

Records 1 -2 0of 2, Page 1 of 1

Security Action Remove
SSH Name Security Action Taken Servicing SMO Date ¥ From
Select Person Display
ViewSMO Non-SC Indoctrinated MOOOETS - COMUSNAVEUR LONDOM, 5005 g9 14 -
CreateModify Visit Level 4
tifications .
, L Mon-BC Debrisfed 022008 - COMEABWVEST MCAS 2004 0105 -

MIRAMAR, Level 5

Confirm Cancel I

Motice: Under the Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DaDR 5400.11-R and the applicable serice directives

it
Reports »

PSM Net

Home

Chg Password

Chg CategoryLewvel
Tutorial

|Document: Done

J [EH Pas Gateway - Netscape || B JCAVS Main Screen - N... 3:07 PM
RS R E 5

gl start

1. An owning SMO will receive a notification when a
servicing SMO takes action on a person summary.
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HOW TO CREATE A VISIT REQUEST

in Screen - Netscope 2l e x|
Dl [k Yew Go Sommunicator Lich
1w & 3 clsdB @ =

7| sl Hookmeks B Netsite [Pvios. /204,230,206 200/0PAS verviets/com eds ot chent terviets JPAS Choosel cleServiet =] i What's Fickaind

1 Add/Medify/Cancel A Visit
avel
CANCEL
Motice: Under the y!\cl 19?4 ¥ ou st safequard personael informatio sugh this systerm Ilscla:ule
e dhyTIISLIldS bction 5524 Pubie Lins 53,575, DobD snmnotpsaw 1-R and the applicable
[Bociment: Bone | S T B @ WF |

The “Create a Visit” link allows users to add, modify,

cancel a visit request for one or more individuals In JCAVS. To
add multiple visits for multiple persons, simply repeat the
procedure. All Level 2 through 6 and 10 JCAVS users can add a
visit. A visit request can be made good for one day or up to 3
years. Visit request will expire at 2400 on date last day.

1. Click “Create/Modify Visit” on the Main Menu. The *"Add/
Modify/Cancel A Visit'" screen appears.

2. Click the “Add A Visit” button. The Visit Information
screen is displayed.

=]
JPASChanseRales erviet =] @ what's Related
Download Customize.

“First Day of Visit: E
“Last Day of Visit: E

Person Category

“At least 1 visitor is required.
You must first save the Visit Information then Add visitors.

& Add Visit © Modify Visit © Cancel Visit
Save Cancel
Notice: Under the Privacy Act of 1974, you must safe ersonnel information retrisved through this system Disclosure of information is
gowerned by Title 5, Uinfted Siates Code. Section 5525 Public e 579, DaDD 540011, DODR 5400. 11-R and the appieable 2enics dirctives
[Dacument: Done = = = =
gsm || [Bl5eas sookLET visiT RE... | BEIPAS Gatonay Eerre | Eliribox - picroso ft cutlock | [FE3CAYS Main screen -~ | || ] BE B3 BX » =< *or0%e ad  tssem |

1. Open the “Reason for Visit” drop-down list and select
the appropriate reason.
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1.

HOW TO CREATE A VISIT REQUEST

— ST
r  Help
A S e =% a @ =
Acload  Home  Search Metscape  Print  Scowity  Shop Siop
w§  Bookmarks M Netsite: [https: /¥ipasappZ.osd milAPAS /servlets/com. eds.jpas. client servlets. JPAS ChoossFoleS ervet Z[ @) what's Related
I B Instant Message wiebh ail Calendar Radia People Yellow Pages Download Custemize... \w wi
A2 I wisit Information \%/
1 eason for Visit: [Inspection - *First Day of Visit: [2004 03 17 s
POCH “Last Day of Visit: [2007 03 158 T
POC Phone: [(202)433-8854
*Wisited SMO: __ Select SMO 4
Wisitor List:

word
Chg Categoryievel
Tutori

Viaor namo [ ssw | porson Gowaon

*At least 1 visitor is required.

Remove

You must first save the Visit Information then Add visitors.

= Add Visit " Modify Visit © Cancel Visit

Save cancel |

Notice: Under the Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives

[Document: Gone =

e Jeie P [(E3) -
i#start || | [Elras sookier vi. . | EE1pas Gateway - M. . | FSInbox - Microsoft ... | [EFacavs man ser.. || BE RS K 2 |=d 0% zmm

Type iIn the name of the individual who i1s the POC for

the visit and the POC’s telephone number.

2.

Enter the first day of the Visit, yyyy,mm,dd or you may

use the calendar widget.

3.

Enter the last day of the Visit, yyyy,mm,dd or you may

use the calendar widget.

4.

Click the “Select SMO” button. The "Security Management

Office Selection'™ screen appears.
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HOW TO CREATE A VISIT REQUEST

ICAVS Main Screen - Netscape
Fle Edi view Go Commumicator Help

- = A gk e =3 =N 1
Back Fonuard Reload Home: Search Metscape Frint Security Shop Stop.
wf T Bookmarks M Netsite: [Ritps: //ipasappz. osd. mil/PAS fservists/ com. eds. ipas. client serviets JPASChooseR cleServist ~| & what's Related

B Instart Message (S wiebhasi Colendar Fadio Feople [ Yellow Pages Dovmioad Er——
(=T =l Security Management Office Search

“Enter Search Crite

Code:

Name: [NavSEA~

ocation: |
Search Reset

Records 1-10f 1, Page 1 of 1

e Click on Code link below in order to select SMO

Chg CategonviLevel
SMO Code SMO Name SMO Location

N487715 MNAWSEA DET AN BSY TWO, Level 5§ SYRACUSE NY

Close

Notice: Underthe Privacy Act of 1974, you must safeguard persennel infarmation retrieved thraugh this system. Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives

[ocument: Bons

RS =
listart ||| [Elras sookier vi.., | S opas cateway - N... | [Slinbox - ticrosort ... |[EEcavs mam sera. | | ABREI RS =0 D% zorem

1. Type the information for the code, name or location of the
SMO to be visited and click “Search”.

2. Select the appropriate “SMO Code” or the “SMO Name” and
click “Search”.

3. Click on the appropriate “SMO Code”.

[ scnvs mai screen -neweape — R ST

iews Go Communicator  Help

- @ A A = C - .
Back  Fowwad  Reload  Home  Seach  Metscape  Print Securty  Shop Stop
wuf " Bookmarks A Netsite: [Fttps: //ipasapn2 osd miliJ PAS fservists/com sds.ipas client servists JPAS ChooseR olsGervist =] @7 what's Related

A Instant Message [ Wwebhail Calendar Fadio Feople Yellow Pages Download
7 Visit Information

Inspection - First Day of Visit: [2004 03 17 =
*Last Day of Visit: [2007 03 16 =

Customize...

*Reason for Visit:

POC;
Select Person POC Phone: |E02)433—8554
View SMO M4B7T15 - NAWSEA DET AN BSY TwWO, Level 5
Create/Moadify Visit “isited SMO: o o
Hotifications: b
Reports b
PSM Het Visitor List:

Home
Chg Password

Chg CategoryiLevel
Tutorial

Logout

“At least 1 visitor is required.

You must first save the Visit Information then Add visitors.

© Cancel Visit

@ Add Visit " Modify

Save | Cancel

Notice: Under the Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Section §52a Public Law 33-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives.

|bocument: Done

S =
iMAstart || | [Eloras sookieT vi... | BEPas Gateway - h... | [Einbox - Microsoft ... |[EE 3cavS main scr.. |J M EE S R 7?2 00% = zoim

1. Click “SAVE”.
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HOW TO CREATE A VISIT REQUEST

S|

% JCAVS Main Screen - Netscape.

File Edit WView Ga Communicator  Help

1 = i A e = =8 =3 Z

Back oz o Reload Hame Search  Metscape  Print Security Shop Stop

wlf T Bookmarks B Metsite: [hitps #Vipasapp2.osd. mil JPAS fserets/com sds ipas.chent servets JP&S ChooseRoleS erdst ~| &7 what's Related
22 Instant Message “webMail Calendar Radio People “vellows Pages Download Customize.

7l Person Category Search

~“SSN: _

| EA|

Last Name: |
Search 4
Search Result:
| Name ]
Civilian Employee PANCRIMINYSERY ~
Dob Civilian/Resere/Mational Guard NANCRIMINWSERY -
Add Cancel I
Reports » A
PSM Net Motice: Underthe Privacy Act of 1974, you must safeguard p el information retrieved through this system. Disclosure of information is
Home governed by Title 5, United States Code, Section 552a Public L 73, DoDD 5400.11, DoDR S400.11-R and the applicable service directives.
Chg Password
Chg Categoryil evel
Tutorial
Logout
_ Slse van ae = 2 |

[oomurmon % Done

B pas Gatewsy - Netscape | [EE 3cAvS main scraen - N [B13PAs BOCKLET vISIT RE... 3134 Pra
b LY
|

I HEERE K E @

i Start

To add the visitor:

1. Type in the SSN.

2. Click “Search™.

3. Once the personal categories appear, ensure you pick the
category of the individual who will be going on the visit.

4_ Place a check in the “Add” box.

5. Click “Add” button
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HOW TO MODIFY A VISIT REQUEST

JCAYS Main Screen - Netscape

le Edit wiew Go Communicator Help

= | @7 what's Felated

1 = & B Ak @SB G

wf " Bookmarks M Netsite: [hitps://204. 230, 206 200/ P45 /servlets /com eds.ipas. client serviets JP&S ChooseRoleS srvlst

People

“afebhd ail Calendar Radio Yelow Pages Download Customize.

it

2 Add/ModifyiCancel A Vi

Acdd A

2003 05 15 2003 05

Motifications A001 15 SPECIAL ACTIVITIES SQDN

20

Records 1 -1 of 1, Page 1 of 1
:

Reports
CANCEL |

governed by Title 5, United Sta

1. Click the “Create/Modify Visit’.
2. Select the “Visited SMO Name™.

Motice: Underthe Privacy 15974, you must safeguard personnel information retrieved through this system. Disclosure of information is
ode, Section 552 Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives.

JCAV¥S Main Screen - Netscape — &) =]
Fle Edit View Go Communicator Help
| a4 @ A A4 = = a4 @ 3@
f Back  fowad  Reload  Home  Seach  Netscape  Print Secuity  Shop Stop
[P what's Related

i " Bookmarks i Mesite Ihttps /fipasapp2.osd. milAIPAS /serets/com eds jpas.client serviets JP&5 ChooseRoleS ervdet

\ 1/

Vellow Pages Downlaad Custarnize.

People

22 Instant Message “wiebMail Calendar Radio

7 Visit Information

*Reason for Vi Inspection I
o

Soloct Pareon POC Phone: [(202)433-8854
N4B7715 - NAVSEA DET AN BSY TWO, Level 5

View SMO
CreateModify Wisit “Misited SMO: o S0 I
Hatifications b
Reports b

PSM Het

Home

Chg Password

Chg CategorylLevel
Tutorial

Logout

Visitor List:

Person Category

Wisitor N

“At lea is required.

You must first save the

: 20043 17 =
2007 03 16 m

@ Add Visit © Modify Visit " Cancel Visit

Save | cancel |

governed by Title 5, United States Code, Section 552a Pubhli

Notice: Under the Frivacy Act of 1974, yau must safegul 3&nng| infarmation retrieved through this system. Disclosure of infarmation is
93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives

(@ == [Bocument: Done

gl start |J [E]IPas BOOKLET vI... | % IPAS Gateway - N | o] Inbox - Micrasoft .. |m
1. Modify the visit information, e.g., the date.

2. Ensure the “Modify Visit” radio button is clicked.

3. Click “Save”.
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HOW TO CANCEL A VISIT REQUEST

AYS Main Screen - Netscape =l x|
File Edit WView Go Communicator Help

| 4 & A4 - B4 8 B 3 =
w§ " Bookmarks A Metsite: [hitps:/7204.230.205. 200AIFAS Jservists/com.eds. jpas. client. servists JPAS ChooseF ole ervist =] @7 what's Related
Radic People Yellow Pages Download Custamize

Calendar

1 Add/Modify/Cancel A Visit

Add A Visit

Records 1-1 of 1, Fage 1 of 1

Visited SMO Name Y Start Date End Date
Level

Level 2 2003 06 16 2003 06 20 1

AD01 15 SPECIAL ACTIVITIES SQDN

Huotifications
Reports

CAMCEL

Tutorial MNotice: Under the Priva of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
TG governed by Title &, United Code, Section £52a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives.

|Bocument: Done

1. Click the “Create/Modify Visit” button.
2. Select the “Visited SMO Name” button.

CAYS Main Screen - Netscape el =]

File Edit View Go  Communicator  Help
@ A &4 = = 4 @ -

Back Fomward  Reload Home Seaich  Metscape  Print Security Shop Stop
= 7 what's Related

7| Bookmaks K Metsite Ihtlps //ipasapp2 osd milAPAS /servets/com_eds jpas. client serviets JP&S ChooseRoleServiet
&2 Instant Message “wiebhdai Calendar Fiadio People “ellow Pages Dawnload Customize:

7 Visit Information

Inspection 'I *First Day of Visit: [2004 03 17 EI
2007 03 16 =

“Reason for Vi

“Last Day of Vi

POC:
Select Person POC Phone: IQUZ)433—8554
View SMO M4B77 15 - NAVSEA DET AM BSY TWO, Lewvel 5
CreateModify Visit “Misited SMO: o ong
Hotifications b
Reports b
PSM Het Visitor List:

Home
Chg Password
e R SsN

=At least 1 visitor is required.
Information then A\

You must first save the Vis

1 Add Visit < Modify Visit " Cancel Visit

Save Cancel

Notice: Under the Privacy Act of 1874, you must safeguard personnel information retrieved thraugh this system. Disclosure of informatian is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives

ot
“ HERFS R 2 Sd iD= zosm

;astartnj [E]IPas BOOKLET uI.. | % IPAS Gateway - .. | [ 1nbox - Micrasoft ... ”W
1. Click the “Cancel Visit” radio button.

2. Click “Save™.
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VISIT PERSON SUMMARY SCREEN

CA¥S Main Screen - Netscape

HEl -8 x|
Wicw Go Communicator Help
- o A Gk e = B B GF =
" Bookmarks B Netsite: [hitps: /7204 230 206, 200/ PAS fserviets/com.eds.jpas. client. serviets JP&S ChooseR aleS erviet ~| @517 what's Related

7 Select Person

“SSN: |

Last Name: |

First Name: |

Middle Name: |

Display Person Summary: ©
Display abbrev. Person Summary with VISIT Info: &
Display Add/Modify Non-DoD Person:
Display SlI: ©

oisPLay | cLEARr |

Motice: Underthe Privacy Act of 1974, you must s personnel information retrieved through this systerm. Disclosure of information is
governed by Title 5, United States Code, Section 552a Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable serice directives

[Document: Done

On the Main Menu, click “Select Person”. The "Select Person"

screen appears. Type the SSN of the individual whose record
you wish to view.

1. Click the “Display Abbrev. Person Summary with VISIT Info”
button.

2. Click “DISPLAY”. The "Visit Person Summary' screen appears.
IT there 1s no visit information for the SSN, an error message
displays stating there is no "Visit Person”. See the figure
below of an example of a person summary with a visit.

¥ ICAVS Main Screen - Netscape:

=l=1x]
File Edit Wiew Go Communicator Help
- @ B A e FE G B FE =
4§ Bookmarks A Metsite: [Fitps /7204 250 206 S00/JPAS Fservists oom eds ipas cliert sermists JPASChooser oles srviet =] @37 whats Rclated
“ebbd ail Calendar Radio People Yellow Pages Download Customize.
m—

7 Wisit Person Summary

FPerson Category [2ctive Duty (US2) =
Category Classification: N/
Organization: WAANMAD, 0017 AR SQ 03 TRP A, 0017 AR SQ 03 TRP A, FT DRUM, MY, 136020001
Grade: EO7

MNon-SCI Access SCIl Access

NATO: M7 SPA: /A,
SIOP: nsA, Access: NA
Restricted Data: N/A Access Number: N/A,

Public Trust NS Child Care: N/,

Visit Information

wisit Dates wisited SMO Hleasonifoy [Fetin POC POC Phone
wisit Cert

2003 05 23 - 2003 05 31 |NO01 - SUBPACFLT HQ, Level 2 Inspection Ves A, 111-112-3344
/\ CLOSE |

Notice: Un ivacy Act of 1974, you must safeguard personnel information retrieved through this systermn. Disclosure of information is
governed by d States Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable semice directives

[Document Done
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VIEWING A VISIT NOTIFICATIONS

ICAYS Main Screen - Metscape - |ﬁ' il

File Edit Yiew Go Communicator Help

< & A o = @ S 8 O @
Back Forward Reload Haome Seach  Metscape Print Security Shop Stap

& Instant Message Wehhail Calendar Fiadin Feople ‘ellow Fages Download Customize

Nf' Bookmarks .j‘ Netslte:|https:/.f|pasapp.dsls.dod milAJPAS A servlets /com. eds. jpas.client. servlets JPASChooseRoleServiet LI ﬁl'wmvs Related

1 Visit Notification

Records 1 -1 of 1, Page 1 of 1

. Visited Reason Requesting Expand Remove From
Visit Dates SMO Forvisit '9C POCPhone  Status SMO Code Visit Display?
Select Person B32864 -
VYiew SMO 2005 06 07 - . MAC (S L
e AT S00F OB 06 I;JCIS, Level Meeting MUBHLHALSER 2024338056 Initial 1TTG45 [} -
Hotifications + /\
Records 1 -1 of 1, Page 1 of 1 2

Confirm Cancel

MNotice: Under the Privacy Act of 1974, you eguard personnel information retrieved through this system. Disclosure of information is
governed by Title 5, United States Code, Sectior] 3 & Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives.

it
Reports b
PSM Het
Home
Chg Password
Chg Categonyl evel
Tutorial
Logout

|Document: Done Ele % &P N2
iflistart || [E]Microsoft Pawerpaint - [1... | [EE3CAVS Main Screen - M... | [Sinbos - Micrasoft Gutiack |ZERERES & [BdRGEH wem

1. On the main screen click “Notifications”, then click
“Visit.”

2. To view the people who are part of the visit, click the
“Expand Visit” check box.

3. Click “Confirm”.

4. When the visit has been expanded, the SSN of the
individuals are displayed. See below.

===

File EdiE  ¥iew Go Communicator  Help

= == =5 = =3 213 LIS
Back  Forwerd  Reload  Home  Seaich  MNetscaps  Frint Security  Shop Stop
73 it Meeen \webhail Calondar Radic People ~ellow Pages e e
A " Bookmarks & Metsite: [Nt/ /ipasapp. deis. dod mi AlPAS Jserviets foom ods. pas. chont serlets JPAS ChooseR oles erviet =] @~ whats Rolated
2l wisit Notification
Records 1 -1 of 1, Page 1 of 1
. wisited Reason i From
Wisit Dates SMOo For wisit T 2C POC Phone Status SMO Code Visit Display?
532854 -
2005 08 07 - MAC (S0
2505 0e an HEIS Level Meeting [V Ty 2024338058  Initial 1TTG4s =2 —
Non-SC1 sci
ssN Name Category Perm Cert  Non-SC o Grade
Industry ves Top Secret Mo
Industry 2 ves Interim Secret Mo
Industry ves Interim Secret Mo
Industry Mo Interim Secret Mo
Industry 2 ves Top Secret Mo
Records 1 -1 of 1, Page 1 of 1
Confirm Cancel
Motice: Under the Act of 1974, you must safeguard persennel information retrieved through this system. Disclosure of information is
governed by Title 5, tates Code, Section 552a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives
>

Document: Done

T
& = | [ = =
i#Rstare|| | [Elmicrosort powerraint... |[EE3cavs o] Feree.. | ESlinbox - mMicroscrt out.. | B visits. doc - microsore ... | || 2 BE ES PX L= Bt H)  1z:izopm
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COMMAND DEBRIEF

Accesses
Catego US Access Suita sCl Available Actions
aery Trustworthiness
Industry {Contractor) Top Secret IT: MAA Indoctrinate Non-SCl
HH3VFDBB
Public Trust: M2, Access Number: N/A Debrief Non-SCI
Child Care: M Indoctrinate SCI
Request SPA
Industry {Contractor) 7TNG6991 Mo IT: MAA
Public Trust: N&a Access NHumber: N/
Industry {Contractor) 054821 Top Secret Mo =1l Indoctrinate Non-SCI
Public Trust: hia, T Debrief Non-SCI
Child Care: Mi& ] Indoctrinate SCI
=] Debrief SCI
HCS Request SPA
Access Number: B-
390000017
Reserve - Officer {USAF) Top Secret Mo IT: MaA =) Indoctrinate Mon-SCI
Public Trust: s, Debrief Non-SCI
Child Care: M2 G Indoctrinate SCI
HCS Debrief SCI
Access Humber: N2 Request SPA

1. The command previously granted Top
2. Click “Debrief”.

Secret access.

JCAYS Main Screen - Netscape

_ ==l

e Edit  Wiew Go  Commounicator Help
; : A b (i = @ B i lll
Back Forward  Reload Home Search  Netscaps [ fnt Security Shop Stop
i " Bookmarks M Metsite: [httes: #fipasapp. osd. milAIPAS fsery] orn.eds.jpas. client. serviets. PAS ChooseR oleS ervlet | G What's Related
&2 Instant Message i ebhd il Calendar Radic bie “ellow Pages Download Custorize...

?| Debrief Non-SCIl| [kcess

1;3: =512

\%

Debrief Date

Category: Civiian Employee

Reason for Debrief

=

HMotifications
A - Access Rescinded

[Rpenis B - Access Suspended

= - Adrinistratively Debriefed

D - For Cause Discharge

E - Language School

F - Leave without pay - civilian

S - Mo Longer Has Meed to Know 2

H - Maormal Discharge

| - Permanent Change of Station

Previous Indoctrination

SANWE

Retired
kA - Transfer in Status

- Interirn Suspension b
0 - See Remarks

[Document: Done S Sk . B = 2
- SeparationsTermination =
Start” i BE B3 PR 7|| EEwass.. [[EEscavs .. Saeaser..| 7 - Remaoved by Systern - Org Change ¥ wsam

1.Place the date of debrlef, yyyy,.mm,dd.

2.From the ‘“Reason for Debrief” pull down box, select your
rationale for the debrief.

3. Click “Save.”
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REMOVING AN INDIVIDUAL FROM YOUR PSM NET

ICAVS Main Screen - Netscape — =1

File Edit ¥iew Go Communicator Help

1T & & 3 4 = @ = 4 @B @ .l

Back  Forwed  FRelbad  Home  Geach  Mefscaps  Print  Secuity  Shop Stop

A Instant Message B WabMail Radio [ People [H Yellow Pages Download B Customize
wif ” Bookmarks Jg Netsite: [https://ipasapp. dsis.dod mil ] PAS /servlets/ cam. eds. pas. client. serviets.JPAS ChooseR aleS ervist | @7 what's Related

Calendar

Person Category Information

Category Classification: hyA
Organization: 63285, B3285, 63285, 63285, DC, 20388
Organization Status: N/A

Occupation Code: 0132 Separation Date: MN/A
Select Person SCI SMO: NCIS, Level 3, 2024336911/9637, jdrewery@E@ncis. navy.mil and/or pbeattie@ncis. navy.mil
\iew SMO Non-SCI SMO: NCIS, Level 4, 2024339531, cabordeng@ncis. navy. mil
Create/Modify Visit
MNotifications » Grade: GE14
(R s [ PS: Critical Sensitive
CELIGLS RHLTD: N/A,
Tl Office Phone Com Office Phone DSH; 255
Chy Password Separation Statu: TAFMSD: MN/&
Chg Categoryil evel Interim: M/A Proj. Departure Date: MN/4&
Tutarial Proj. UIC/RUC/PASCODE: M/
Logout Report Incident 1 In/Qut Process
Remarks
g Data 1 I igation Request
Vv
Investigation Summary Investigation History
SBPR fror OPM, Opened: Closed 2001 09 06
SEPR from Unknown, Opened: Closed 1995 05 11
Adjudication Summary Adjudication History

PSI Adjudication of SBFR OPM, Opened |, Closed 2001 09 06, determined Eligibility of SCI - DCID B4 on
2001 1015 DoMCAF
P3I Adjudication of SBPR OPM, Opened |, Closed 2001 09 06, deterrnined Eligibility of SCI - DCID 6/4 on
2001 10 15 DoNCAF

External Interfaces
Perform Sl Search

=

|Document: Done

& == 2 #
#Mstart H ]nhux-M\t.‘.IW B8sceess sus. . | BARE: LDR K...| TPPleasainse... | Brwindowsm..| H = B S R G @ Gl szt am
1. Click “In/Out Process™.

AWS Main Screen - Netscape —l&] x|

File Edit View Go Communicator Help

- @ A 4 . W o= 4 @ E

Back  Fouwad  Reload  Home  Search  Nefscape  Pint  Secuity  Shop Stap
i Bookmarks Netsite: [ttps: //ipasapp osd miliJPAS /servets/com.eds. jpas. client servists JPAS ChooseRolsServst
wiebhail People ‘rellow Pages Download %] Channels

i1 View/Modify InfOut =

17 what's Related

£ Instant Message

A
L)

¥

ssn: [N Grade: G514 Category: Civilian Employee (USN)

Owning SCI SMO: N32B662 - CNO S50, Level 2, 703-B01-4536, scott stracke@navy.mil or john rouchonig@nawy . mil
Owning Non-SCI SMO: N/A

Create/Modify
Notifications Add New Relationship
Reports

Access Humbe = In Date:

PSM Het
Home Out Date:

Change Passw *Relationship: ¢ Owning © Servicing
Change Categc

Tuto 1

Logout ViewiModify Active Relationship(s)

[“Cose | Name | Location | Lovel | nDate | OuDato |Relationshin| Chango _
B51464 CHO (NO9B31) ARLINGTON, WA, Lewel 4 20021212 Servicing Reaszon

M3I26662 CMO S50 ARLINGTON, WA, Level 2 2003 08 20 Cwning ]

| 2 > SANVE CANCEL |

& =B=] |Cunnect Host jpasapp.osd.mil contacted. Waiting for reply..

glhseart ||| 7 e =1 > || EEpes catowa.. | [FFcavs mam... E mbwmm.‘] FE19P4S : Datab. jerosott Po | [Ef @Qongcj B
1. Place the date, yyyy,mm,dd you are out-processing in the
“Out Date” text box.
2. Click “Save™.

JCAYS ACCE. .

33-1



PROJECTED LOSS NOTIFICATION

£ ICAYS Main Screen - Netscape: 1= x|

File Edit %iew Go Communicator Help

< »© A 4 » m = a8 B & Eﬂ

Back Forward  Reload Home Search  Netscape Firirit Security Shop Stap,
w!' Bookmarks \.& MNetzite: |https #fipazapp.osd mil JPAS fservlets/com eds jpas.client. servlets.  PAS ChooseFR oleServiet LI @'What's Related
3 ﬁlnstantMessage e ail Calendar Radio People Tellow Pages Download D" Chaniels

1 Projected Losses Notification
TR Date EPSQ Sent to Remove From
SSN Name Grade Eligibility RNLTD DSS/OPM Display
Select Person
View Securi CONFIRM CANCEL
Motice: Under the Privacy Act of 1974, you must safeguard personnel infarmation retri hrough this system. Disclosure of information is
governed by Title 5, United States Code, Section 552a Public Law 93-579, DoDD 5400.11 R 5400.11-R and the applicable senice directives
Reports
PSM Het
Home
(& == [Document: Dane E 95 3D Eo)

fhstar] ||| ] & (51 B || FEeas cateway - .. |[BEacAvS Main Scr... [Slmbox - Mcrosoft ...| [Evicrosoft Power. .. | Bvi014c5e - Micro. .| \5@\@1}0‘@6 1440
On the main menu click “Notifications™.

1. From “Notifications”, select “Projected Losses”.

2. If desired, click “Remove from Display” box for “Loss
Notifications No Longer Desired”.

3. Click “Confirm”.

4. When you are finish, click “Cancel” which will return you
to the previous screen.
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HOW TO REACTIVATE AN ARCHIVED RECORD

7| Request to Reactivate An Archived Person

s« I
*First Name: |
Hiddle Name: |

Last Hamz'.|
"[atie of Hirth: j
“State of Blrh: | 7

“Country of Birth: | B
URCLASSIFIED Justification: _J

Cancel

JPAS has been modified to archive separated records 2
years and 1 day following separation.

An archived record will be reactivated when:

A new personnel security investigation is received
from OPM

Data is received from the personnel system

A new non-DoD Person Category is added, or

A request is submitted by a Security Management
Office

The approve screen will appear if you search an SSN
that has been archived.

Complete the information required in the blocks and
click “save”.

The request goes to the JPAS Help Desk for processing.
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AYS Main Screen - Netscape

HOW TO REACTIVATE AN ARCHIVED RECORD

1Bl

File Edit View Go Communicator Help

Back  Fonward

< 2 3 A - mwm I B8 B @ Hﬂ

Reload Home Search  Metzcape  Frint Securty  Shaop Stop

,f% Instant Message

d| Wwebhal Calendar Fiadio People ‘ellow Pages Download Customize. .

Select Person
View SMO
CreateModify Visit
Notii

Reports »

PSM Net

Home

Chy Password
Chy Category/Level
Tutorial

Logout

w! " Bookmarks J‘ M etsite: Ihtlps Hipasapp2 osd mil PAS/serviets/com.eds. jpas.client. servlets JPAS ChoozeRoleS ervst j ﬁl' What's Related

1 Request to Reactivate Archived Person Status Notification

Records 1-1of 1, Page 1 of 1

View Remove
SSN Name Help Desk Decision CAF Decision From
Request Di
isplay
Disapprove Approve View i

Records 1-1of 1, Page 1 of 1

Carfirm | Cancel

Notice: Under the Privacy Act of 1974, you must safeguard personnel information retrieved through this system. Disclosure of information is
governed by Title &, United States Code, Section 5523 Public Law 93-575, DoDD 5400.11, DoDR 5400.11-R and the applicable sewice directives.

iastartl“ ﬁJPAS Gateway - Ne...”ﬁJCAVS Main Scre... Inbox - Micrasaft O| archived records.p...

Document: Done Sl % @@ E 2 |

“ HE SR 2 SdnQd aaam

To check the status of your request, click “Reactivate
Rgst Stat:”.
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HOW TO REACTIVATE AN ARCHIVED RECORD

| Request to Reactivate Archived Person Status Notification

Records 1-3 of 18, Page 1 of

SortFind By; |Last Name = & fscer firg T Daseer ding Sl
Finrl:| Frd

| Reminvie
Help Desk Dacision CAF Decisinn Hal - From

1 Dlsgilay
Refermad to Collaborative CAF  Approve View
Disappeoie i View

Refemad to Collsborstive CAF  Disapprove View

Canfirm Gancal

IT your request has been disapproved, click on the
“View” link to see a more detailed description of the
rationale for the denial.
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HOW TO REACTIVATE AN ARCHIVED RECORD

_? IResponse to Request to Reactivate An Archived Persen

S5H
Firat Narme
Middle Mare
Last Hame|
Date of Dirth; 1960 [k 24
State of Rirth; Alaska
Couniry of Birth: Uniled Stales Of America

Requester: JOHMSON SR, WILLIAM B.
CAF/SMO: Ay L0F
HHCLASSIFIED Justification; b

Help Desk Decision: Referad to Collsoeative CAF

UMCLASSIFIED Help Desk hA
Comimenis:

CAF Decision; Approve

UHCLASSIFIED CAF M
Comments:

IT you click on the “view” link, this is what the record will
look like.

IT the person category is reactivated, only the requesting SMO
and the CAF can view the data.

The record will remain active if a new adjudication iIs created
or the SMO submits an EPSQ.

IT there is no action on the person summary within 90 days,
the person category is returned to archives.

35-4



JCAVS Reports Server Available for Use

The JCAVS Reports Server is available for use by all JCAVS
Users however, there are some basic browser requirements
that must be met iIn order to utilize this function.

The JPAS application is Netscape 4.7x, however, when using
Netscape 4.7, you will get an “error message”. Once you
receive this error message click, reload on your browser
and your report will be available.

In order to run Reports, you may also use either Netscape
7.x or Internet Explorer 6.x. It has been reported that
Internet Explorer 5.x versions operate as well, but it is
not recommended for use due to other security concerns.

In JPAS, when using one of these later browsers, you may
encounter 2 problems that have been identified. The first
Issue iIs that some dates iIn the application may not show
the entire field without scrolling. This iIs strictly a
viewing issue only and has no functional impact. |If you
use your cursor to move within the field i1t is possible to
see all of the date characters. The second issue iIs that
RoboHelp does not operate properly on Netscape 7.X browsers
due to a compatibility issue within that product. The tu-
torial may enter an endless loop trying to load if you try
to use 1t in that browser version. This will not affect
your application window at all during the process.

Account managers must ensure that owning and servicing re-
lationships are removed from their PSM Net to gain accurate
information.

The next pages will reflect the different reports within
JCAVS.

You must always complete information in a field that has an
asterisk (*) to gain the information needed.

In order to close out a report, you may use the “X” button
on the right hand side of the screen.
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HOW TO OBTAIN JCAVS REPORTS

Screen - Netscape

Edit Wiew Go  Communicator  Help

- » A 4 = o a @ @

Back Forward FReload Hore Search  Metzcape Frint: Security Shop Stop
w# T Bookmarks M Metsite: [hittps: #/ipasapp nsd mil i) PAS fssrvlsts/oom sds jpas client servsts JPASChooseRoleS srvist ~| &7 what's Related

wiebbd ail Calendar Radio People ellow Pages Download Customize...

J% Instant Messzage

Welcome to the Joint Clearance and Access Verification System
(JCAVS)
You are logged in as User:

anderma

Hotifications
Reports
PSHM Net

Civilian Employee (USN) - Level 4

632854 - 63285 - NIS HQ, Level 4

Change current Time Zone, Office Symbol or Phone Number —

Please select an item from the menu on the left to continue.

|Dcu:urr|ent: Cione

;@start”J o BT FE BT ”|J Slirbax -mi.... | [Slirbox - wi... | @cranting 1... | BEpas Gate... |[ERacavs M. [JED8EA  zosem
1. Click on “Reports™.

rosoft Internet Explorer

rm  Fovefes Teds [HER |

D 24 | i@ search [l Favoites EiMedia (8 | 55 S
address [&] https:/ipaspki.dsis.dod mil APAS /serviets/com eds.jpas. client. serviets.JPAS ChooseF olsServiet =l #Be ‘ Links >| &1 - |
|
Welcome to the Joint Clearance and Access Verification System
(JCAVS)
Select Person You are logged in as User:
View SMO
CreateModify Visit
Hotifications » andermaz
Reports + R .
Act PC-AccessHo PSM DoD Civilian/Reserve/National Guard (USMC) - Level 4
Ad Hoc Reports
inyjEaccnyiDutyECs 632854 - NCIS, Level 4
Hon-SCl Totals
Periodic Reinvest N
[ — Change current Time Zone, Office Symbol or Phone Number
PSM Het Personnel
SMO-Ho PSM Het Please select an item from the menu on the left to continue.
SMO-Ho Users
SMO-PC-Ho Access
Suspense
Suspension
PSM Net
Manage Invest Rysts »
Home Do HOT use the hrowser Forward and Back buttons to navigate through the JPAS screens. Use the JPAS screen buttons or the Main

Chg Password .
Chg Categoryl evel Menu instead.
Tutorial
Logout

Motice: Under the Privacy Act of 1974, you must safeguard persannel infarmation retrieved through this system. Disclosure of infarmation is
governed by Title 5, United States Code, Section 952a Public Law 93-579, DoDD 5400.11, DoDR 5400.11-R and the applicable service directives.

& & @ Intemet
Mstart|||[£73cAvS Main Screen ... IIPAS Manual 2008 | [E36. cavs RepoRTS .. | [HEERE S & =080 7azam

1. These are the choices you have to run reports.
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HOW TO OBTAIN JCAVS REPORTS

s B Accesses - Not M Net Report Selectiorn osoft Internet Explorer

File Edit “iew Favortes Tools Help

4=Oack - = - D) 2% | @ Seach [GlFavoites fMedia | Eh- Z§ ml
Address [&] hitps./ipasipt.dsis. dod mil/cognos /cgi bin/imiap. coi U A MRAFSCD =R nid= 38552851 dd21 1b2bfa2las35bel 3ebetl) S ERI D =andemaztCaT CODE=25LEVE L=Letx] @@ Go |L|nks ”|@ =

#l Active Person Categories & Accesses - Not in PSM Net Report

* Report On: = Sort By:
& My Office Only = Name
< SSN

" My Office and Immediate Subordinates
' My Office and all Subordinates

Run Report =

-]
|&] Done N
iﬁstart”] £7ICAVS Main Screen - ... | M Doc25.doc - Microsoft ...||@]EAVS Active Perso... |J 7] B B BX 5 & |5@-Q@ @4 B39 am

-2 Active Person Categories & Accesses Not in PSM Net - Report Output - Cognos Upfront - Microsoft Internet Explorer

File Edt Wiew Favortes Tools Help -

< Back - = - ) a4 | ‘Qsearch [GilFavortes FMedia o | BN S ol 5

-] @Go | Lnks @ & -
Active Person Categories 8 Accesses Not in PS¥l Net - Please Close Report Window using X in upper right of screen -- Do not use Back Button

Al seveacopy [ ;5 C{ ) search _Qv _:J =N ‘_D‘.

Adrlress [&] hips./ fipasrot.dsis. dod. mil/cognas fegi-bin/imap. cai

@
=
H
E Joint Personnel Adjudication System Fage 1
2 Active Person Categories & Accesses - Not in PSM Net Report Date: 20060215
] SMO: 632854 - NCIS, Level 4 Time: 054030
User Level Level 4 This SMC Only

8
2
£

Category Non-SCI Accesses SCI Accesses Date of Birth Place of Birth

AD Eriisted Inferim T A 15731025 Califorria

Civ TS WA 197602 26 N/A

Civ Interim S A 1381 05 11 A

N Cont TS A 1557 1112 Colorado

= END OF REPORAT =+

i

£

5

z

e

%

£

3

E

| =l
= FEET . e o (L[ H
B[ ?

|@) Done =

i#start |J £1ICAVS Main Screen - .. | B Doc25.doc - Microsoft | & ] Active Person Categ... H o B RS K G & |5@-Q@ @4 540 8M




HOW TO OBTAIN JCAVS REPORTS

icrosoft Int
=

=Bk - = - D 7} | DuSeach CijFavoites Meda | BY- Zf mf

File Edit ‘iew Favorites Tools  Help

Adidress [&] https:/ipasip. dsis. dod mil'Connes.cgi-binimiap. ool =IMRAPECD—Fénid=30ckd] 61 dd21 1 b2b6e2fae39bcl3eheblSERID=andemazkCATCODE 26 EVEL-Levz] @@ Bo | Links »| & -

?| Investigation Requests by Duty Position Report

*For Persons:

' Owned Only

© Serviced Only

@ Owned and Serviced

= Report On:
© My Office Only

' My Office and Immediate Subordinates
€ My Office and all Subordinates

= Duty Position:
—an

I~ Presidential Support

I PRP - Biological

[~ PRP - Chemical

I~ PRP - Nuclear

I~ Special Access Programs (SAPs)
[ Yankee White

Date Range

= Start of Date Range: | El
= End of Date Range: | EI

Date Range is based on the Investigation Request Approved Date

Run Report >

=

@5 & e
#start ||| —93pAS Manual ... | [El36. Icavs k.., | €13cAvS Man S...| Epoces doc - .. [[E73cavs nve...| || 1 BE S IR G e BgBd @t ouoam

ion - Report Output - Cognos Upfront - Micre ft Internet Explorer

File Edit ‘iew Favortes Tooks Help

GBack + - (@ (2] 4| QSeach [iFavoies @Meda o3 By Soml
Acress [&] hitps:/ipasrpt. dsis dod mil/cognos/caibin/imrap.cai =] @60 |Links *| &1 -

& - _L,*_‘_¢G)|us% O IR R o

Savealopy | G- (B ) Ssarch

=
Joint Personnel Adjudication System Page 1
Investigation Requests by Duty Position Report Date: 2008-02-18
SMO: 632854 - NCIS, Level 4 Time: 07:21:45
User Level: Level 4 This SMO Only  Owning and Servicing
Duty Position: All
Start Date: 2005-10-01  End Date: 2006-02-01 | |
Duty Position Investigation Type Service Time Number of Requests
P ek No data matches selected criteria. Please select different criteria and rerun the report,
o
=
T
£
£
&
kS
o
=
T
£
15
3
L
= P e PR OO LI Bt
BE 9
|&] Done ,_ ’_ré_ |i Internet

#start||| E1cavs man s...| Birbox - Moro... | Cuipas Manal .| [Elss. icavs k.. |[Elinvestigatio... || AR R E G & 24 2%%8 722w
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HOW TO OBTAIN JCAVS REPORTS

JICAVS Non-5C1 Access Total

File Edit Wiew Go Communicator  Help

Back Fomard  Reload Home Search |MNetscape Print Security Shop Stop
22 Instart Message wiehhail Calendar Fiadio Go ko your personal start page B| powrload Customize...

‘t T Bookmarks . f:  Netsite: Imrap cgi?lU=IMRAPLCD =Rinid=4e266be81dd211b288cbb0fdb2d7ie7ILU SERID =anderma2iCATCOD E=HALEVEL=Level+4ES TS TEMTYPE=C ~ I &0 what's Related

7 Non-SCIl Access Totals Report

= Report On: = For Persons:
& My Office Only © Owned Only

© My Office and Immediate Subordinates © Serviced Only
My Office and all Subordinates © Owned and Serviced

Run Report =

& == [Go to your personal start page
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JPAS TEST PROBLEM REPORT (TPR)

Overview of the Test Problem Report
(TPR) Process

A Test Problem Report (TPR) is an online form submitted by

JPAS users that documents problems or inconveniences with
JPAS or enables you to offer suggestions for future enhance-
ments.

1. A JPAS user submits a TPR via the JPAS Gateway. (All
Navy and Marine Corps requests will be e-mailed to
pwilson@ncis.navy.mil)

2. The TPR is received electronically and entered into a TPR
tracking database at Houston Associates Inc. (HAI) where it is
reviewed by an HAl Team member and assigned a TPR number.
Once a TPR number is assigned, the submitter will receive an
email with a copy of the TPR and the TPR number assigned.

3. The Local Configuration Control Board (LCCB), which is com-
prised of the various Service PMO Reps (Army, Navy, Air Force,
WHS, DISCO, DOHA and DIA), the EDS Development Team
members and HAI Independent Verification &Validation Team
members, meets bimonthly to review each TPR and recommend
that it be accepted for further processing or rejected. If ac-
cepted, the TPR is prioritized and the requested change will be
implemented in a future release.

4. The submitter is notified via email of the status of their TPR
Request.
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Confidential
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Favorable—Cannot grant command access
Revoked-Cannot grant command access
Secret

Top Secret

SCI-DCID 6/4

Action Pending

Loss of Jurisdiction
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MEANING OF JCAVS ELIGIBILITY ENTRIES

You will not receive the “iIndoctrinate”
link with the following eligibility:

“Favorable™ - A “Favorable™ eligibility is entered when
security clearance eligibility cannot be readily estab-
lished. “Favorable" indicates the individual has a gen-
erally favorable investigation, but either has minor is-
sues requiring a suitability determination, or has other
issues, such as non-US citizenship, which may allow em-
ployment but would not support establishing security
clearance eligibility. Contact DON CAF using RRU i1f se-
curity clearance eligibility i1s required.

“Pending Action', “Requires Review" or ‘“No Determination
Made™ indicates the existence of derogatory or adverse
information. Interim Access may not be granted. Con-
tact the DON CAF using RRU to ask for eligibility deter-
mination.

“Loss of Jurisdiction” indicates that an individual
changed their employment status (i.e. from active duty
to drilling reservist, civilian or contractor; for one
service to another) while iIn process of adjudica-

tion. When jurisdiction is lost, the completed investi-
gation will not be adjudicated by the cognizant adjudi-
cation facility. |If an security clearance eligibility
determination is required, verify no break in service
over 24 months, then contact the DON CAF using RRU to
ask for eligibility determination.
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AP WNEFO

POSITION SENSITIVITY CODES

N/A

Non Sensitive

Non Critical Sensitive
Critical Sensitive
Special Sensitive
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Investigation
Description
ANCI

Bl
BIPN

BIPR
BIR
BITN
Cl
CNAC
CNCI

ENAC
ENAL

IBI
LBI
LBIP
LBIX
LRC
LRCN

MBI
MBIP

MBIX
NAC
NACB
NACI
NACL

NACP
NACS

NACW

NACZ

NAFI

NLC

JCAVS INVESTIGATION CODES

Long Description
Access National Agency Check plus Written Inquires and Credit Check

Background Investigation
Background Investigation plus Current National Agency Check

Periodic Reinvestigation of Background Investigation

Background Investigation Requested

Background Investigation (10 year scope)

Character Investigation

National Agency Check plus Credit Check

Child Care National Agency Check plus Written Inquires and Credit Check

Entrance National Agency Check
Entrance National Agency Check plus Special Investigative Inquiry

Interview Oriented Background Investigation

Limited Background Investigation

Limited Background Investigation plus Current National Agency Check
Limited Background Investigation - Expanded

Local Records Check

Local Records Checks plus Investigation Requested

Minimum Background Investigation
Minimum Background Investigation plus Current National Agency Check

Minimum Background Investigation - Expanded

National Agency Check

National Agency Check//National Agency Check plus Written Inquires and Credit
Check plus Background Investigation Requested

National Agency Check plus Written Inquires and Credit Check

National Agency Check plus Special Investigative Inquiry

National Agency Check plus 10 Years Service

National Agency Check//National Agency Check plus Written Inquires and Credit
Check plus Single Scope Background Investigation Requested

National Agency Check plus Written Inquires and Credit Check

National Agency Check plus Written Inquires and Credit Check plus Special Investi-
gative Inquiry

Non-Appropriated Fund Suitability Determination

National Agency Check, Local Agency Check & Credit
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Investigation
Description
NLC

NNAC

NPSB

NSI
OTHR

PRI
PRS
PRSC
RSI
SAC

SBBI

SBI

SBIP

SBIR

SBPR

Sl

SSBI
XNAC

JCAVS INVESTIGATION CODES

Long Description
National Agency Check, Local Agency Check & Credit Check

National Agency Check plus Written Inquires and Credit Check Plus Current Na-
tional Agency Check

National Agency Check plus Partial Special Background Investigation

NSI-NACI/Suitability Determination

Information Furnished by Sources Other than a Listed Investigation

Periodic Reinvestigation

Periodic Reinvestigation - SECRET

Periodic Reinvestigation - Secret/Confidential
Reimbursable Suitability/Security Investigation

Single Agency Check/Special Agreement Check

Special Background Investigation plus Current Background Investigation

Special Background Investigation

Special Background Investigation/Single Scope Background Investigation plus Cur-
rent National Agency Check

Single Scope Background Investigation Requested

Periodic Reinvestigation of Special Background Investigation/Single Scope Back-
ground Investigation

Special Investigative Inquiry
Single Scope Background Investigation

Expanded National Agency Check/Entrance National Agency Check
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AFB
ANACI

Browser
BUPERS

C

CAF

CAGE Code
CcC

CNWDI
CPR

CS

DCID 6/4
DCII
DCPDS
DEERS
DOB

DoD

DOE
DOHA
DON CAF
DSS

ENAC
ENTNAC
EPSQ
E-QUIP
ES

FAD
FBI
FFI

GMT

HQMC
HRO
Hyperlink -

INS
IRR
IT

JAMS
JCAVS
JPAS

Acronym

Air Force Base
Access National Agency Check with Inquiries

An internet system, e.g., Netscape, Internet Explorer
Bureau of Naval Personnel

Confidential

Central Adjudication Facility

Commercial and Government Entity Code
Chain of Command

Critical Nuclear Weapons Design Information
Confidential Periodic Reinvestigation

Critical Sensitive

Director, Central Intelligence Agency Policy 6/4 (Adjudication Policy)

Defense Clearance and Investigations Index
Defense Civilian Personnel Data System
Defense Enrollment Eligibility Reporting System
Date of Birth

Department of Defense

Department of Energy

Defense Office of Hearings and Appeals
Department of the Navy Central Adjudication Facility
Defense Security Service

Expanded National Agency Check
Entrance National Agency Check
Electronic Personnel Security Questionnaire
Electronic Questionnaire

Executive Secretary

Facility Access Determination
Federal Bureau of Investigation
Full Field Investigation

Greenwich Mean Time

Headquarters, US Marine Corps
Human Resources Office
Active Link

Immigration and Naturalization Service
Inactive Ready Reserves
Information Technician

Joint Adjudication Management System
Joint Clearance and Access Verification System
Joint Personnel Adjudication System
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LAA
LOI

LOD
LON
LRC

MCTFS
MOS

NAC
NACI
NACIC
NACLC
NAF
NAFI
NATO
NCS
NdA
NdS
NJACS
NRO

OPM
OSD/ES
OSD-WHS

PASCODE
PCS

PID

POB
POC

PR

PRP

PS

PSAB
PSI

PSM Net
PSQ

PSP

RD
RNLTD
RRU
RUC

S
SA

Acronym

Limited Access Authorization
Letter of Intent

Letter of Denial

Letter of Notification

Local Records Checks

Marine Corps Total Force System
Military Operations Specialty

National Agency Check

National Agency Check plus Inquiries

National Agency Check plus Inquiries with Credit Check
National Agency Check with Local Agency Checks and Credit Check
Non-appropriated Fund

Non-appropriate Fund Instrumentalities

North Atlantic Treaty Organization

Noncritical-sensitive

Non-disclosure Agreement

Non-disclosure Statement

Navy Joint Adjudication and Clearance System

National Reconnaissance Office

The Office of Personnel Management
Office of the Secretary of Defense/Executive Secretary
Office of the Secretary of Defense—Washington Headquarters Service

Personnel Accounting System Code
Permanent Change of Station
Personal Identifying Data

Place of Birth

Point of Contact

Periodic Reinvestigation

Personnel Reliability Program
Position Sensitivity

Personnel Security Appeals Board
Personnel Security Investigation
Personnel Security Management Network
Personnel Security Questionnaire
Presidential Support Program

Restricted Data

Report No Later Than Date

Request to Research/Recertify/Upgrade Eligibility
Reporting Unit Code

Secret
Security Access
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SAP
SSBI
SSN
SSO

TNAC

uiC
USIS

Acronym

Special Access Program
Single Scope Background Investigation
Social Security Number
Special Security Officer

Trustworthiness National Agency Check

Unit Identification Code
US Investigative Service
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DEFINITIONS

Access

The ability and opportunity to obtain knowledge of classified information. An individual, in fact, may have access
to classified information by being in a place where such information is kept, if the security measures that are in
force do not prevent the individual from gaining knowledge of such information.

Access National Agency Check with Written Inquiries (ANACI)

A review of documents and records conducted by the Office of Personnel Management (OPM), including a NAC
and written inquiries to law enforcement agencies, former employers and supervisors, references, schools and
financial institutions. Used to grant Confidential and Secret security clearance eligibility to federal civilian
employees.

Account Manager
Performs management functions (i.e., adding new users, unlocking users, setting up Security Management Office
(SMO). We recommend 2 per Security Management Office.

Adjudication

The process of an examination of a sufficient amount of information regarding an individual to determine whether
the individual is an acceptable security risk. A determination that a person is an acceptable security risk equates to
a determination of eligibility for access to classified information and/or sensitive duty assignment.

Attestation

Requirement for an oral attestation by individuals upon being granted a Top Secret security clearance or granted
access to a Special Access Program (SAP) or Sensitive Compartment Information (SCI). CNO Washington DC
NAVADMIN 105/99 092137Z Apr 99.

Category Classification
Military category of specialty populated by the personnel systems.

Clearance

A formal determination that a person meets the personnel security standards and is thus eligible for access to
classified information other than that protected in a special access program. There are three types of clearances:
Confidential, Secret, and Top Secret. A Top Secret clearance makes an individual eligible for access to Top
Secret, Secret, and Confidential classified material; a Secret clearance to Secret and Confidential material; and a
Confidential clearance to Confidential material.

Confidential Periodic Reinvestigation
An investigation conducted at 15-year intervals for the purpose of updating a previously completed NAC,
ENTNAC, or NACI. The CPR includes the elements of the NACLC.

Continuous Evaluation

The process by which all individuals who have established security clearance eligibility are monitored to assure
they continue to meet the loyalty, reliability and trustworthiness standards expected of individuals who have
access to classified information. The monitoring process relies on all personnel within a command to report ques-
tionable or unfavorable security information which could place in question an individual’s loyalty, reliability, or
trustworthiness.

41-1



DEFINITIONS

Critical Nuclear Weapon Design Information (CNWDI)

Top Secret Restricted Data or Secret Restricted Data that reveals the theory of operation or design of the
components of a thermo-nuclear or implosion type fission bomb, warhead, demolition munitions, or test device.
Specifically excluded is information concerning arming, fuzing, and firing systems; limited life components; and
total are the components that DoD personnel set, maintain, operate, test or replace.

Defense Clearance and Investigative Index (DCII)

The DCII is the single, automated, central DoD repository which identifies investigations conducted by DoD
investigative agencies, and prior to JPAS provided personnel security determinations made by DoD adjudicative
authorities.

Entrance National Agency Check (ENTNAC)

A review of records held by certain National agencies including the Federal Bureau of Investigation (FBI). The
FBI check is a name check only. This investigation were conducted on a first term enlistee in the Navy or Marine
Corps prior to March 1999 and October 2003, respectively and used as a basis to grant Secret and Confidential
security eligibility. An ENTNAC completed but not adjudicated by the DON CAF after 1 March 1999 CAN NOT
be used as a basis to grant a security clearance eligibility.

Electronic Personnel Security Questionnaire (EPSQ)
The EPSQ is a software system developed by the Defense Security Service (DSS) that contains the necessary
security forms needed to complete an individual’s personnel security background investigation.

E-QIP
Electronic Personnel Security Questionnaire.

Foreign Relation
This information is populated into JPAS by the CAF based on information gleaned from a personnel security
investigation (PSI).

Incident Report
The means in which you report derogatory information to the Central Adjudication Facility.

Indoctrinate
Mechanism in which you place the NDA, interim clearance and command granted access into JPAS.

In/Out Process
How you assign personnel to your PSM Net.

Indoctrinate Link
Link by which JCAVS users can document Nondisclosure Agreements, grant command access and special access.

Interim Security Clearance

A local determination to allow temporary access to classified information based on the favorable minimum
investigative requirements, pending the completion of the full investigative requirements. (Interim access to
Sensitive Compartmented Information cannot be approved locally and must be requested from the DON CAF).

Limited Access Authorization
Authorization for access to Confidential and Secret information granted by the CNO to non-U.S. citizens and
immigrant aliens.
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DEFINITIONS

Local Records Check (LRC)

A command review of available personnel, medical, legal, security, base/military police and other command records.
A review of local civilian law enforcement records, the National Crime Information Center (NCIC), and the
servicing NCIS office is prohibited.

Non-Disclosure Agreement NDA - (SF-312) must be executed by all personnel as a condition of access to
classified information.

Non-Disclosure Statement NDS — (DD 1847-1) must be executed by all personnel prior to indoctrination into
Sensitive Compartment Information (SCI) access programs.

National Agency Check (NAC)

A review of records of certain national agencies, including a technical fingerprint search of the files of the Federal
Bureau of Investigation. This investigation where conducted on a first term enlistee in the Navy or Marine Corps
prior to March 1999 and October 2003, respectively and used as a basis to grant Secret and Confidential security eli-
gibility. An ENTNAC completed but not adjudicated by the DON CAF after 1 March 1999 CAN NOT be used as a
basis to grant a security clearance eligibility.

National Agency Check with Local Agency Checks and Credit Check (NACLC)

The personnel security investigative requirement developed under E.O. 12968 for persons who will require access to
Secret and Confidential classified information. A NACLC covers the past 5 years and consists of a NAC, a financial
review, certification of date and place of birth, and LACs.

Non-SCI SMO
A Non-Sensitive Compartment Information Security Management Office. All commands using JPAS will have one
for collateral security clearance eligibility.

NRO Designation
SCI-SMO’s that have designation authority for those individual who work for the National Reconnaissance Office.

Occupation Code
This is a military members’ rate, rank or designator.

Organization
This is the command assignment populated by the DEERS or DCPDS system.

Owning Relationship
Owning Relationship — Primary relationship between a SMO and an individual in a person category, (Usually
individuals assigned to command).

Person Category

The affiliation for which an individual within Department of Defense, e.g., Navy Active, Navy Reserve, Navy
Civilian, etc.
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DEFINITIONS

Personnel Security Investigation (PSI)

Any investigation required for the purpose of determining the eligibility of DoD military and civilian personnel,
contractor employees, consultants, and other persons affiliated with the DoD, for access to classified information,
acceptance or retention in the Armed Forces, assignment or retention in sensitive duties, or other designated duties
or access requiring such investigation. PSls are conducted for the purpose of making initial personnel security
determinations and to resolve allegations that may arise subsequent to a favorable personnel security determination
to ascertain an individual's continued eligibility for access to classified information or assignment or retention in a
sensitive position.

Personal Identification Data (PID)

Personal Information, e.g., date and place of birth, SSN, citizenship, on a individual within JCAVS. This data is
fed into JCAVS by personnel databases (e.g., DEERS, DCPDS, BUPERS, MCTFS). The DON CAF, CNO and
HOMC cannot enter this data.

Personnel Security Management Network (PSM Net)

Based on security relationships with individual person categories rather than units/organizations. This associates
the Security Mangers (SM) with personnel for whom they have security responsibility. Allows SMs to take secu-
rity actions on their personnel and to receive DON CAF notifications. Provides greater accountability for those
actions and greater accuracy in management reporting.

Populate
When the information actually appears (recorded) in JPAS.

Position Sensitive (PS)
Any position whose occupant could bring about, by virtue of the nature of the position, a material adverse effect on
the national security. This information populates only for federal civil servants only.

Presidential Support Program (PSP)

A program for which a person must be approved in order to work in any position that interacts near or with the
President of the United States. The PSP is not an eligibility or an access in terms of JPAS. The person is adjudi-
cated as normal and his or her eligibility is determined before the PSP process begins. Once eligibility is
determined, the PSP approval process begins with JCAVS users. The Service Secretary may make a recommenda-
tion for a person entering PSP. However, the OSD/Executive Secretary (OSD/ES) makes the final decision.

Reciprocity
Acceptance by one agency or program of a clearance or access eligibility determination, whether favorable or
unfavorable, made by another. Reciprocity does not include agency determinations of employment suitability.

Reinvestigation

An investigation conducted for the purpose of updating a previously completed investigation of persons occupying
sensitive positions, afforded access to classified information or assigned other duties requiring reinvestigation. The
intervals of reinvestigation are dependent upon the sensitivity of the position or access afforded. A periodic rein-
vestigation of an SSBI is conducted at 5 year intervals, a Secret periodic reinvestigation (SPR) is normally con-
ducted at 10 year intervals and a Confidential periodic reinvestigation (CPR) is conducted at 15 year intervals.

Request to Research, Recertify and Upgrade Eligibility (RRU)
Means in which you request security clearance eligibility through JPAS.
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DEFINITIONS

Secret Periodic Reinvestigation
An investigation conducted at 10 year intervals for the purpose of updating a previously completed NAC, ENT-
NAC, or NACI. The SPR includes the elements of the NACLC.

Security Management Office (SMO)
Designation of command as SMO in system (done by account manager). Key to use of JCAVS. If SMO is not set
up, DON CAF can not communicate with the command.

Sensitive Compartmented Information (SCI)
Classified information concerning or derived from intelligence sources, methods, or analytical processes, which is
required to be handled within formal access control systems established by the Director of Central Intelligence.

Sensitive Duties

Duties in which an assigned military member or civilian employee could bring about, by virtue of the nature of the
duties, a material adverse affect on the national security. Any duties requiring access to classified information are
sensitive duties.

Sensitive Position

Any position so designated, in which the occupant could bring about, by virtue of the nature of the position, a ma-
terially adverse affect on the national security. All civilian positions within the DoD are designated either special-
sensitive, critical-sensitive, noncritical-sensitive, or nonsensitive.

Servicing Relationship — Anything other than an “owning” relationship. Reflects capability to provide security

services on a temporary basis outside person’s “owning” unit, (e.g., school assignment, TAD, servicing agreement,
SSO assistance to indoctrinate).

Service Secretary Designation
Non-SCI SMO’s that have designation authority for those individuals who work for the service Secretaries.

Special Investigation Inquiry
A personnel security investigation index owned by OPM.

Single Scope Background Investigation (SSBI)

A personnel security investigation which provides extensive information regarding an individual, gathered from
people and places where the individual has lived or worked. The period of investigation for a SSBI is variable,
ranging from 3 years for neighborhood checks to 10 years for local agency checks. No investigative information
will be pursued regarding an individuals' life prior to their 16th birthday.

Special Access Program (SAP)

A program established under DoD Directive 0-5205.7, for a specific class of classified information that imposes
safeguarding and access requirements that exceed those normally required for information at the same classifica-
tion level.

Special Investigative Inquiry (SII)

A supplemental personnel security investigation of limited scope conducted to prove or disprove relevant allega-
tions concerning an individual upon whom a personnel security determination has been previously made and who,
at the time of the allegation holds a security clearance or otherwise occupies a position that requires a personnel
security determination.

41-5



DEFINITIONS

SIGMA 16
This program allows a user to grant non-SCI access to sensitive nuclear weapons information. This functionality is
being used by Air Force users only.

United States Citizen (to include U.S. Nationals)

A person born in the United States or any of its territories, a person born abroad but having one or both parents
who are themselves United States citizens, and a person who has met the requirements for citizenship as deter-
mined by the Immigration and Naturalization Service and has taken the requisite oath of allegiance.

United States National

A United States citizen, or a person who, though not a citizen of the United States, owes permanent allegiance to
the United States. NOTE: Consult 8 U.S.C. 1401(a)(1-7) whenever there is doubt whether a person qualifies as a
national of the United States.

User levels
Account managers and users will be granted access to JCAVS based on the hierarchy of their command.
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Navy JCAVS Points of Contact

Navy JCAVS Program Manager
202-433-8854

DSN 288-8854

FAX 202.433-8849

NAVY JCAVS Help Desk
202-433-8869/202-433/8843
DSN 288-8869/288-8843
FAX 202-433-8849

USMC JCAVS Account Manager
703-614-2320

DSN 224-2320

FAX 703-697-4035

Navy SCI JCAVS Account Manager
301-669-5892

DSN 659-5892

301-669-4066

Navy JPAS Program Manager
202-433-8869

DSN 288-8869

FAX 202-433-8849

Visit www.havysecurity.navy.mil to get up-to-date information on processes and procedures and the most
current policies from CNO(NO9N2), SSO Navy and USMC.
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